DEPARTMENT OF THE ARMY

HEADQUARTERS, YOUR COMPANY
UNIT # 15652

APO AP 96205-5652
MAINTENANCE STANDING OPERATING PROCEDURES

FOR 

YOUR COMPANY
                June 26, 2009PRIVATE 

1.  PURPOSE:  To provide guidance and assign responsibilities for organizational maintenance procedures and policies. The goal is to maximize the combat readiness of YOUR Company.

2.  SCOPE:  The provisions of this SOP apply to all personnel assigned or attached to YOUR Company.
3.  OBJECTIVE:  

    a.  To establish a maintenance standard for all equipment requiring unit level maintenance.

    b.  Assign responsibilities to individuals.

    c.  Establish high standards in order to maintain all assigned equipment at a fully mission           capable status.

4.  CONCEPT: Describe the company organizational maintenance program, motor pool procedures and policies governing the dispatch, repair, and servicing of company equipment.  Additional areas within the maintenance program will also be addressed for clear understanding. 

5.  The proponent for this SOP is SSG ________ @ 723-####.  Submit recommended changes to this headquarters, ATTN:  Maintenance Supervisor.
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ANNEX A (APPENDIX 1) (KEY PERSONNEL RESPONSIBILITIES) for YOUR COMPANY MAINTENANCE SOP

MAINTENANCE DUTIES AND RESPONSIBILITIES
1.  Maintenance and training are the foundation upon which combat readiness is built.  As such, they are a command responsibility of first priority.  The commander and supervisors at each echelon must impress upon equipment operators their concern for proper evaluation of equipment condition and preventive and corrective maintenance program.  The key to energizing good operators is competent supervisory involvement in every aspect of maintenance.

 OFFICER IN CHARGE
     a.  Maintenance is a command responsibility that cannot be delegated.  The Commander is directly responsible for maintenance operations, and the management and training of maintenance and supervisory personnel. Officer in Charge (OIC) must know the status of maintenance within their section and ensure compliance with instructions and procedures established for preventive maintenance.  Leaders are also responsible for the following maintenance tasks.

     b.  Commander is responsible to appoint on orders the following:

        1) Company Motor Officer.

        2) Company Maintenance NCOIC.

        3) Company Drivers Training NCO.

        4) Company Road Test Examiners.

        5) Logistics Officer

        6) Physical Security Officer and NCO

        7) Safety Officer and NCO

        8) EPA Officer and NCO
        9) Respiratory Protection Program (RPP) NCO

        10) Quality Assurance (QA)/Quality Control (QC) NCO

        11) Hazardous Communication NCO

        12) Fire Marshall (all areas)

        13) TAMMS/SSL Clerk

        14) Dispatcher

        15) Tool Room Custodian

        16) Calibration NCO

        17) Publications NCO

        18) Key Control Custodian (Primary and Alternate)

     c.  Monitoring the status of assigned Non-Mission Capable (NMC) equipment.
     d.  Spot-check daily on maintenance functions.

     e.  Ensure command inspections are conducted in all areas of maintenance.

     f.  Prepare maintenance plan to include long-range and quarterly maintenance goals.

     g.  Ensure command maintenance and maintenance-training periods are scheduled.

     h.  Ensure quality maintenance training is given, (ie. battery safety, fish eye mirrors)
     i.  Ensure adequate time and resources are available to train Soldiers on maintenance functions; including performance of Preventive Maintenance Checks and Services (PMCS), completion of the Equipment Maintenance/Inspection Worksheet and proper operation of equipment.

     j.  Ensure all required services are reflected on training schedules.

     k.  Ensure qualified operators are available during Command Maintenance (CM). United State Soldiers are the only persons allowed to fill out forms for PMCS during CM. Leaders must ensure adequate personnel are present to complete mandatory requirements.
     l.  Assign and certify Drivers Training NCO and Road Test Examiner IAW AR 600-55 and EUSA Sup to 600-55.

COMPANY EXECUTIVE OFFICER

a. Direct and coordinate the effort of the staff.

b. Represent the commander in his/her absence.

c. Review instructions issued by the staff to ensure conformity to established policy.

d. Supervise, plan, review periodic and special reports submitted to higher headquarter.

e. Serve as the company logistic readiness officer.

f. Direct staff analysis of maintenance situation.

g. Evaluate the maintenance program.

h. Recommend changes to the maintenance program as required.

i. Monitor TAMMS data accumulation, analysis, and transmission

j. Ensure proper storage and accountability of small arm repair parts (SARP).

COMPANY FIRST SERGEANT
     a.  Attend scheduled command maintenance.
     b.  Check maintenance operations from the operator level through the company maintenance level and makes corrections where applicable. Ensure maintenance operations are conducted safely.

     c. Identify maintenance weaknesses, makes corrections through the NCO support chain and advises the Commander as needed.

     d.  Ensure that maintenance is included in NCO professional development training.

     e.  Inspect motor pool daily to ensure areas of responsibility are clean and policed; vehicles are free of trash, clean and secure.

MAINTENANCE OFFICER (MO)

     a.  Advise the Commander on the status of all maintenance programs and non-mission capable equipment.

     b.  Plan, evaluate and analyze the Maintenance Management Improvement Program.

     c.  Coordinate operations with the direct support units and other units as required.

     d.  Manage the warranty and recovery program.

     e.  Monitor unit drivers training program.

     f.  Monitor the accomplishment of preventive maintenance services.

     g.  Direct and coordinates company maintenance operations.

     h.  Provide technical assistance within the unit.

     i.  Conduct command inspections as directed.

     j.  Establish and monitors drivers/mechanics award program.

     k.  Ensure required personnel are certified in TAMMS and/or Shoe Supply Listing (SSL) operations.

     l.  Ensure all NMC equipment is reported in SAMS-E.

     m.  Ensure all SAMS-E/AMSS reports are prepared correctly and turned in when required.

     n.  Ensure parts bins have limited access.

     o.  Ensure all NMC parts are on valid requisition.

     p. Supervise/assist the Maintenance Sergeant.

MOTOR SERGEANT
     a.  Organize and supervises the company maintenance section and operations.

     b.  Supervise the flow of request for parts, scheduled maintenance and repair.

     c.  Supervise the scheduling of preventive maintenance services, quality control inspections of maintenance operations and records, and analyzes equipment deficiencies and failures.

     d.  Ensure TAMMS documents are current and accurate.

     e.  Supervise and conducts User Level Maintenance.

     f.   Ensure all preventive maintenance services are completed on schedule.

     g.  Ensures quality control inspections of services are performed.

     h.  When an NMC deficiency is found, ensure operators, mechanics and/or supervised until problem is isolated, repaired or parts are ordered.

     i.  Ensure document register is reconciled weekly with the DA Form 5988-E’s.

     j.  Ensure all tools are issued properly IAW Tool Room SOP.

     k.  Ensure missing and shortage tools are on order.

     l.  Ensure a tool sign out system is present and working.

     m.  Ensure that good tool security is provided.

     n.  Ensure inventories on tool kits are performed IAW established time frames.

     o.  Ensure calibration requirements are met.

     q.  Ensure all required parts are ordered and in document register.

     r.  Ensure excess parts are turned into SSL clerk and properly handled.

     s.  Ensure no parts are kept in unauthorized storage areas.
     t.  Ensure parts are properly tagged in all cases.

     u.  Ensure NMC parts are installed the same day they are received.

     v.  Assist Maintenance Officer/Technician in their duties.

     w.  Act as the Maintenance Technician is his/her absence.

SENIOR WHEEL VEHICLE MECHANIC (SHOP FOREMAN)
     a.  Assign daily workflow to maintenance teams.

     b.  Directly supervise and counsel organizational mechanics.

     c.  Assist maintenance teams in their duties.

     d.  Supervise and conduct MOS related training.

     e.  Ensure shop operations remain safe at all times.

     f.  Assist Maintenance Officer/Supervisor in preparation of required reports.

     g.  Ensure operator level maintenance is conducted properly.

     h.  Ensure that the Commander is informed as to upcoming services scheduled.

     i.   Ensure operators are present during scheduled maintenance.

ORGANIZATIONAL MAINTENANCE MECHANICS
     a.  Perform scheduled and unscheduled maintenance on all automotive equipment with assistance from the operator.

     b.  Diagnose and repair mechanical failures of all equipment using proper technical manuals, tools and test equipment to include Sport STE-ICE.

     c.  Keep all tools, test equipment and facilities clean and serviceable.
     d.  Observe all safety precautions.

     e.  Conduct technical inspections as directed.

SECTION OIC/NCOIC 
     a.  Study the commanders’ objectives and assist in accomplishing maintenance goals.

     b.  Coordinate, train and develop all subordinate personnel to ensure quality maintenance.

     c.  Ensure all personnel attend mandatory maintenance training.

     d.  Ensure personnel are aware of upcoming preventive maintenance services.

     e.  Supervise personnel to ensure proper performance of services.

     f.  Ensure proper lubrication orders and technical manuals are on hand for assigned equipment and are properly used.

     g.  Ensure required personnel are exempt from other duties during scheduled services.

     h.  Supervise PMCS of assigned equipment.

     i.  Ensure operators perform before, during and after operations PMCS properly.

     j.  Check status of equipment parts on equipment DA Form 5988-E IAW DA PAM 750-8.

     k.  Ensure NMC equipment is reported to the Motor Sergeant on the Equipment Maintenance/Inspection Worksheet as soon as possible.

     l.   Conduct BII inventory of all equipment IAW established time frames.

     m.  Verify with supply room that shortage vehicle BII are on valid requisition.

     n.  Ensure BII on hand is properly marked.

     o.  Ensure tools and BII are secured when not in use.

     p.  Inspect motor park areas daily to ensure:

        1) Oil drip pans are used and drained.

        2) Oil spills are cleaned up.

        3) Area is in a high state of police.

        4) No trash is left in vehicles.

        5) Unauthorized parts are turned in to the maintenance section.

        6) No safety violations exist.

        7) Vehicle line and equipment is policed.

        8) Chock blocks are available and used.

     q.  Ensure all operator-level corrective actions are completed promptly.

     r.  Ensure that all equipment has an assigned operator and ensure the operator is properly licensed for that equipment.

EQUIPMENT OPERATORS

     a.  The equipment operator is the cornerstone of the maintenance program. Proper operator maintenance and prompt reporting of equipment deficiencies results in maintenance goals being met and high standards maintained.

     b.  Perform PMCS checks weekly, monthly or for dispatch as outlined in appropriate TMTM-10 manual utilizing the Equipment Maintenance and Inspection Worksheet.

     c.  Assist organizational maintenance personnel in performing all maintenance on their equipment.

     d.  Report equipment NMC faults promptly to 1st line supervisor.

     e.  Maintains and accounts for assigned equipment.

     f.  Operates equipment safely at all times.

     g.  Ensures assigned equipment is secured when not in use.

SSL/TAMMS CLERK
     a.  Reconcile document register with DA Form 5988-E weekly. Ensure required reconciliation is done properly and on time.
     b.  Ensure required services and lubrications data are properly annotated on SAMS-E computer.

     c.  Ensure operator has valid DA Form 5988 on their possession at the time of dispatch and is properly loaded into the SAMS-E system.

     d.  Ensure equipment is properly dispatched, the records folder is maintained and contains all required forms, IAW DA PAM 750-8.

     e.  Ensure strict compliance with applicable regulations and SOP’s.

     f.  Ensure all required reports are completed and filed IAW SAMS-E user’s manual and current maintenance update.
     g.  Ensure all required parts are on hand or on valid requisition.

     h.  Ensure an adequate repair parts location system is established and properly maintained.

     i.  Ensure SSL stock inventory is performed monthly and signed by commander quarterly IAW AR 710-2 and SAMS-E regulation.

     j.  Notify Maintenance Officer/Supervisor of all recommended changes to SSL listing.

     k.  When repair parts are received:

          1) Annotate document register in SAMS-E computer.

          2) Place repair parts in appropriate bins after tagging with bumper number and date                received.

          3) Notify Maintenance NCO of receipt of NMC repair parts immediately.

          4) Identify and tag parts that are awaiting other parts.

          5) Ensure that all recoverable items are turn in immediately upon receipt of the new                one.

     l.  Brief Maintenance Officer/Supervisor daily of SSL status.

     m.  Control and turn-in all excess parts.

     n.  Close out document register at end of fiscal year.

TOOL ROOM CUSTODIAN

     a.  Maintain tool room IAW governing regulations and this SOP.

     b.  Conduct inventories quarterly IAW applicable DA PAM 710-2-1 and this SOP.

     c.  Ensure all tools are issued and controlled properly through the use of a register and DA Form 5519-R or a temporary hand receipt.

     d.  Ensure all missing tools are placed on order after they are accounted for through a supply adjustment document.

     e.  Ensure all unserviceable tools are properly turned in to unit supply.

     f.  Ensure all calibration requirements are met.

     g.  Maintain strict tool security.

     h.  Ensure all tools are clean and serviceable.

QUALITY ASSURANCE (QA)/QUALITY CONTROL (QC) NCO

     a.  Ensure all work performed by organizational mechanics is to standard.

     b.  Perform inspection on equipment on equipment at the compilation of service and NMC repair.

     c.  Ensure all safety requirements were met.

     d.  Monitor mechanics performance, during maintenance operations.

HAZARDOUS MATERIAL (HAZMAT)/HAZARDOUS COMMUNICATIONS (HAZCOM) NCOIC

     a.  Ensure hazardous materials are handled and controlled IAW with this SOP and appropriate EPA and DA guidelines.

     b.  Ensure HAZCOM training is given to all personnel required.

     c.  Ensure HAZCOM training is documented on DD Form 1556-1 and kept on file.

     d.  Ensure Material Safety Data Sheets (MSDS) are on hand and are being used by required sections.

     e.  Ensure that all MSDS are easily available to everyone.

ANNEX B (APPENDIX 1) (ORGANIZATION) for YOUR Company Ground Maintenance SOP

Company Maintenance Organization

1.  PURPOSE:  To outline the organization of maintenance assets within the 618th Dental Company.
2.  SCOPE:  This SOP applies to the all equipment and operators and all personnel responsible for equipment and or maintenance of that equipment within YOUR Company.
3.  ORGANIZATION STRUCTURE:  The 618th Dental Company Maintenance section organization is as follows:

  MOTOR SERGEANT


           SSG- 63B30

WHEEL VEHICLE  MECH                

SGT- 63B20
GENERATOR MECH(X2)  


SGT-PVT 52D10-30
  WHEEL VEHICLE  MECH(X2)


SPC-PVT 63B10

  EQUIP REC/ PART SP
       


SPC-PVT- 92A10
DIRECT SUPPORT: NAME Maintenance Company that supports YOUR UNIT.  The support company maintains a Recovery Support Team for emergencies on YOUR POST.
ANNEX C (APPENDIX 1) (COMMAND MAINTENANCE PROGRAM) for YOUR Company Ground Maintenance SOP

COMMAND MAINTENANCE PROGRAM  

1.  Purpose:  To provide guidance and assign responsibilities for the company command maintenance program.  Establish a standard for the conduct of command maintenance within the 618th Dental Company and ensure its use as a means of keeping equipment at a fully mission capable status.

2.  Performance: 

    a.  YOUR COMPANY  will schedule Tuesday or the first working day of the week for the performance of command maintenance.  Hours will be 0800 – UTC in the motor pool.  Time period will be sufficient for the completion of required maintenance.  The first command maintenance day of the month will be designate a command maintenance day, for the performance of a monthly PMCS on all other unit organic equipment i.e. weapons, masks, tents, communication equipment.  

    b.  All companies/sections will provide NCO leadership to supervise PMCS performance.  The Maintenance Shop will be closed and will only dispatch vehicles and respond to emergencies.  Leaders will inspect their equipment’s DA Form 5988-E for problems with requisitions, faults and equipment information.

    c.  Unit level mechanics from YOUR Company ground maintenance shop will be available on line to assist operators and ensure on –the-spot corrections are made.  Maintenance personnel will also perform organizational level maintenance and install any repair parts received during the week.

    d.  Tools will be made available to operators required to perform their mission.  POL products will be available.  

    e.  Completed DA Form 5988-E’s will be reviewed by the Maintenance Supervisor and returned if not completed correctly.  A list of delinquent paperwork will be turned in to the First Sergeant to ensure PMCS is performed as soon as possible.

    f.  Deadline deficiencies will be verified by Maintenance personnel within 24 hours of the deficiency being found.  Immediate corrective action will be taken to minimize equipment non-mission capable (NMC) time.

COMMAND MAINTENANCE CYCLE

Monday
          1.  All DA Form 5988-Es updated and printed.

          2.  TAMMS/SSL Section verifies DA Form 5988-Es for accuracy and part order status.

          3.  Maintenance Supervisor pickup updated DA From 5988-Es for Command                           Maintenance.

          4.  Maintenance Supervisor will screen DA Form 5988-Es to ensure all parts are                      installed.

Tuesday
          1.  Operator performs PMCS.  It is the supervisor’s responsibility to ensure their DA Form            5988-Es are corrected.

          2.  All DA Form 5988Es completed, reviewed and turned in to the Maintenance                        Supervisor by 1530 hrs or once completed.

          3.  Maintenance Supervisor will inspect all DA Form 5988-Es received.

          4.  Identify (Operator) and verify (Mechanic) Non Mission Capable faults in accordance           with the TM checklist.

          5.  Maintenance Officer will turn in a status of DA Form 5988-E to their Commander 
Wednesday
          1.  Maintenance Supervisor turn in a list of DA Form 5988-Es not picked up to                         Maintenance Officer.

          2.  All 02 ordered and posted to Non Mission Capable Report.

          3.  Section NCOIC for each vehicle will coordinate with Maintenance Supervisor to                  schedule maintenance for the faults found.

          4.  Work on dead lined vehicles not waiting parts, NMC faults.

Thursday
          1.  All faults, other than non-mission capable, verify and work off.

          2.  Continue on non-mission capable status.

          3.  Turn in remaining DA Form 5988-E to TAMMS/SSL section.

          4.  Maintenance section performs PMCS on their equipment’s.

          5.  Turn in all remaining DA Form 5988-E to TAMMS/SSL by 1500 hrs.

          6.  All faults, other than non-mission capable, verify and work off.

          7.  Continue on non-mission capable status.

          8.  Turn in all remaining DA Form 5988-Es to SSL by 1500hrs.

Friday
          1.  All faults, other than non-mission capable, verify and work off.

          2.  Continue on non-mission capable status.

          3.  Turn in all remaining DA Form 5988-Es to SSL by 1500hrs.

NOTE:

          1.  Section NCOIC will be notified when NMC part come in for their equipment.

          2.  All mechanics will be on line to verify all X status found by the operator during                     Command Maintenance.  All NMC faults will be verified by a mechanic before                         annotated it on the DA Form 5988-E.

3.  Section Leaders will perform Motor Pool Park Closeout every Tuesday immediately following Command Maintenance:
· Vehicle aligned

· Vehicle topped off to ¾ full of fuel tank

· Vehicle and Motor Pool Park free of trash

· Drip pan in place

· Properly place chock block in the front or back of driver’s front tire.
· Canvas secured in cab and cargo area

· Steering wheel secured with 200 series lock and cable/chain

· Vehicle exterior clean

          4.  The Motor Pool Park must be closed out daily, but leadership must verify             close out on the last duty day each week.

ANNEX D (APPENDIX 1) (SCHEDULED AND UNSCHEDULED MAINTENANCE SERVICE) for YOUR Company Ground Maintenance SOP

SCHEDULE MAINTENANCE SERVICE

1.  Purpose:  This section provides guidance and instruction for the performance of scheduled maintenance services and ensures uniformity. 
2.  Performance:  Maintenance Supervisor will provide a copy of scheduled services every month to supported unit showing the next 90 days.  Every effort will be made to ensure the performance of services on the early end of the 10 percent variance authorized.  All scheduled maintenance services will be listed on the unit-training schedule and a copy provided to the Maintenance Supervisor. Trailers will be serviced with their prime movers.  Intervals will be obtained from applicable publications or other written directives. Dispatcher will check mileage of vehicle prior to release ensuring it is not overdue. The weekly training schedule will include the following:

1) Vehicle’s bumper number.

2) Date equipment is scheduled.

3) Section responsible for equipment.

     a.  During the scheduled maintenance period, the NCO and operator assigned to the equipment being serviced will be under the guidance and control of the company motor officer or supervisor.  Section Leaders will be responsible for ensuring equipment operators report each day to the motor pool for the performance of scheduled maintenance.  Section Leaders will ensure service preparation by operator to include clean, lube, and PMCS IAW –10M up to monthly. Failure by the owning section to provide an operator for the performance of scheduled maintenance will result in the vehicle being administrative deadline for lack of operator maintenance and the vehicle will not be dispatched until an operator is provided.

     b.  Each vehicle will be inspected IAW appropriate TMTM-20 and road tested by the maintenance personnel assigned to the vehicle for service. Mechanics will inform operators of faults they are responsible for correcting.  A copy of the DA Form 5988-E will be maintained in a vehicle historical file.  This copy will be annotated with the fault and corrective action taken for each fault found and road test results.  Any lubrication, test or torque specifications required by service will be annotated on the form.  Anti-freeze, battery and load tests will be annotated.  Actions taken will be noted and initialed when completed to include quality assurance checks.

Prior to any vehicle being released from a scheduled service, the QA/QC inspector will make a final inspection and road test. Items spot-checked will be initialed on the right side of the DA Form 5988-E. 

     c.  DA Form 5988-E will show corrective actions for each fault.  Corrective action for replacement parts will be the stock number, and document number if ordered, license number and time completed if installed.  Corrective action for DS level maintenance will be the direct support work order number. 

     d.  Items that require maintenance or the performance of periodic inspections or validations at direct support maintenance or higher need to be tracked in the SAMS-E  box.  Unit arms room, communication and NBC personnel must be trained and certified before authorized access to the SAMS-E box for the tracking of required verifications, services and the ordering of class IX items.

LOW USAGE SERVICING SYSTEM

1.  PURPOSE:  This section provides guidance and instruction for the performance of low usage scheduled services.
 Establishing a standard for the performance and recording of unit maintenance services under the low usage system as described in DA PAM 750-8.

2.  PERFORMANCE: All services performed under the low usage system will be completed and tracked IAW DA PAM 750-8 and this SOP.  To place equipment on the low usage servicing system the following must be completed:

     a.  The Commander will have on record in the maintenance office a memorandum stating what equipment is on the low usage program.

     b.  Highest service and lubrication tasks in the equipment’s TM–10, TMTM-20 and TMs and LOs, must be performed prior to adding equipment to program.  

     c.  Trailers and subsystems mounted on equipment will be serviced when the primary system is serviced.

     d.  Operator / crew level (TMTM-10) maintenance intervals will not be changed to low usage.

     e.  Equipment that exceeds the specified criteria at any time during the year will immediately return to scheduled servicing at normal TM/LO intervals.

     f.  Inspection/Exercise.  All equipment will be inspected/exercised by operators semiannually.  Inspection/exercise will include the following:

          1) Perform all Before (B) through Monthly (M) PMCS checks per the equipment                       operator’s TM.

          2) Tactical (including trailers) and combat vehicles will be driven at least 5 miles to                  insure their performance is within parameters listed in the operator’s TM.  Vehicles                 equipped with radios will have Before (B) through Monthly (M) PMCS performed per               the communication equipment operator’s TM. 

          3) Material handling equipment will be operated sufficiently to ensure hydraulic systems           reach operating temperature and equipment is mission capable.

          4) Generators, air compressors, support equipment, pumps and power driven NBC                 equipment will be operated for 30 minutes under load or 1 hour no load.

          5) Small arms weapons will be inspected, without leaving humidity controlled room,                for rust and corrosion.  High humidity area inspections may be required more often.

          6) Visual inspections, to ensure lubricant is present on all lubrication points, will be                  performed by the operator/crew.

          7) Visual inspections will be used to identify, report, or remove any new corrosion that             has formed.

Criteria

     a.  Tactical vehicles, trailers with and without prime movers anticipated to accumulate less than 3,000 miles/ 4,800 kilometers in the current year.
     b.  Generators, pumps, air compressors, power driver NBC equipment, engine driven heaters, and air conditioners anticipated to accumulate less than 75 hours of operation in the current year.

     c.  All equipment noted above that is enrolled will be, at a minimum, inspected and exercised by operators quarterly IAW with DA PAM 750-8.

EQUIPMENT REPAIR PROCEDURE

1.  PURPOSE:  To establish procedures for having equipment repaired by organizational maintenance. Establishing a standard for repairing of equipment when a deficiency is noted during PMCS or operation.
2.  PERFORMANCE:
     a.  Operator’s PMCS DA Form 5988-E with deficiencies is reviewed and signed by the operator’s supervisor.  If a deadline deficiency is noted it will be verified as best as possible TM-10 NMC by the supervisor before being brought to the Maintenance Supervisor. Operators will describe all faults and deficiencies with words such as “torn”, “bent”, “broken”, “missing”, “cracked”, “warped”, “leaking”, etc. Do not use the words “unserviceable” or “inop”. Missing items should state exactly where the missing item should be located (i.e. “left headlight mounting screw missing”).

     b.  Maintenance Supervisor will prioritize all work for repairs.  Deadline deficiencies will be addressed or corrected immediately, with all needed parts put on order within 24 hours, or work orders open within 72 hours.  A crewmember for the vehicle must be on site when vehicle is being worked on.

     c.  Non‑deadline deficiencies will be prioritized to be corrected as soon as possible or deferred to the next scheduled maintenance service. 

     d.  If a vehicle returning from dispatch has deficiencies noted on the DA Form 5988-E, vehicle TC will act as supervisor before dispatch is turned in.  They will forward it to the Maintenance Supervisor for appropriate action.

     e.  Sections that have equipment in the SAMS-E  box other than that controlled by the maintenance section, i.e. the arms and NBC room, will bring their part requirement to the SAMS-E  clerk for ordering unless authorized access to the SAMS-E  box.

     f.  Only the Commander can request SARP

DIRECT SUPPORT MAINTENANCE PROCEDURES

1.  PURPOSE:  To provide guidance for the submitting of work order requests to Direct Support maintenance.  Establishing quality control for equipment in need of D.S. level maintenance. The maintenance supervisor and equipment supervisor must work to get equipment accepted by the support team as soon as possible. If the equipment is NMC and requires DS level work to become FMC a work order must be open within 72 hours.

2.  PERFORMANCE:  The following will serve as minimum procedures for turn in of equipment in need of repair. Complete requirements will be obtained from the direct support unit’s SOP.  Arms room, NBC and communication personnel that require the opening of job orders will provide information to SAMS-E  clerk, or if authorized open request. 

     a.  Maintenance will verify that deficiency is in fact valid and is a D.S. job by the maintenance allocation chart.

     b.  Maintenance supervisor or shop foreman will inspect vehicle to ensure TI is complete.  All organizational maintenance deficiencies will be corrected or parts ordered. 

     c.  Equipment will be cleaned by crew before going to support, receive guidance from support team as to steam cleaning requirements. 

     d.  A copy of TI DA Form 5988-E and DA Form 5990-E with SAMS transaction diskette with all required signatures will accompany vehicle or equipment to support.  The DA Form 5990-E will be return to the Maintenance Supervisor.
     e.  Any statements needed, (i.e. damage, drainage or missing parts) will be on hand with equipment.

     f.  Signature cards (DA 1687) will be on hand at supporting unit and on hand in the maintenance Shop IAW with 710-2-1. Units will ensure that responsible personnel are on the card to open, close and prioritize jobs.  Cards will be updated as needed.

     g.  Equipment damage suspected to have been caused by neglect or other than fair wear and tear will contain a statement by the commander with a concurrence or non-concurrence from the appointing authority or a release statement by an investigating/survey officer for repair.

     h.  The ACOD/ECOD is a management tool, which can be used by Commanders to assist in determining those cases where equipment has been improperly maintained or has been damaged through other than fair wear and tear or vehicle accident. The ACOD/ECOD may be requested by the Commander or be required by the DSU shop officer if either abuse or negligence resulting in equipment damaged is suspected.  End items, components, RX items and subcomponents are subject to ACOD/ECOD action.

     i.  Request for back up unit level maintenance support can be requested if the need exists.

ANNEX E (APPENDIX 1) (Quality Assurance/ Quality Control) for YOUR Company Maintenance SOP

QUALITY CONTROL PROCEDURES

1.  PURPOSE:  This section provides guidance for the performance of quality control inspections for scheduled services, repair of NMC equipment and prior to dispatch.  Performing quality control inspections of equipment coming out of service, returning to fully mission capable status or preparing for dispatch is necessary to ensure services, repairs and inspections are performed to standard.

2.  PERFORMANCE: 

     a.  A quality control NCO will be appointed on orders by the commander.  Unit should have at least two individuals on orders to cover personnel shortages.

     b.  At the completion of equipment service, after the final road test, inspector performs an inspection on a randomly picked 10 percent of the items completed during the service.  Items inspected will be initialed on historic copy of service packet maintained in motor pool.  Any shortcomings noted will be given to the primary mechanic for corrections, and re-inspection.

     c.  On completion of repairs on equipment coming off unit’s non-mission capable report unit quality control inspector performs an inspection on work completed.  Inspector performs a road test and ensures repairs were performed correctly and equipment is fully missioned capable.  Inspector annotates results of inspection on NMC DA Form 5988-E.  Any shortcomings noted will be given to the motor sergeant for corrections, and re-inspection.

     d.  Equipment scheduled for off post dispatching will have drivers PMCS reviewed by quality control inspector.  Inspector will inspect the vehicle for NMC and safety faults and verify quality of PMCS to ensure to properly reflect equipment’s status.  Discrepancies between operator’s and inspector’s inspections dealing with safety and mission capable status will be corrected prior to vehicle release. If the operator’s PMCS misses more than three NMC or safety faults, the inspector will return the PMCS and tell the operator to try again.  If operator continues to fail to perform PMCS to standard they will be referred to their section leaders for remedial training.
ANNEX F (APPENDEX 1) (Tool Room Procedures) for YOUR Company Maintenance SOP

TOOL CONTROL

PRIVATE 

1.  PURPOSE: To provide guidance for the procedures and policies regarding tool control and usage.  Establishing policies governing accountability, security and maintenance of hand tools, sets, kits, outfits, test measurement and diagnostic equipment (TMDE).

2.  PERFORMANCE:
     a.  All tools will be stored in a secure location such as a tool room, van, cabinet, or toolbox when not in use.

     b.  All tools maintained in a secure area will be cataloged and inventoried at regular intervals.  Mechanics’ tool box hand receipts will be signed at the user level and inventoried monthly and/or when returning from field exercises as a minimum.  All shortages will be on shortage annex and have a valid requisition.  Unserviceable tools will be turned in for replacement.  The hand receipt will be updated IAW DA PAM 710-2-1 and copies maintained.  A key to the toolbox will be issued to the hand receipt holder another stored in a locked container with controlled access.  

     c.  The hand receipt for the no.1 common tool set and other special tools will be signed over to the tool room custodian.  All shortages will be on shortage annex and have a valid requisition.  Unserviceable tools will be turned in for replacement.  Tool room will be inventoried quarterly and/or when returning from field exercises.
     d.  Tool room access and issue will be controlled IAW DA PAM 710-2-1. Orders signed by the unit commander appointing the tool room custodian will be on hand.  Tool room will display access roster listing personnel authorized unaccompanied access and to sign for tools.  A quick reference file will be maintained on all tools authorized. The file will specify the tool nomenclature, quantity authorized, quantity on hand, location and NSN.

     e.  When tools are removed from the secured area, the individual removing the tool will sign the tool sign‑out record sheet.  For longer than one day, a temporary hand receipt, DA Form 3161, will be prepared for the user.  A copy of all DA Form 3161 will be turn in to the Maintenance supervisor at the end of each day.

     f.  All tools will be kept clean, free of rust, and serviceable.  All tools will have preventative maintenance performed IAW TM 9-243 and applicable publications.

     g.  Tools with cutting or sharp edges will have protective covers on the cutting edge.

     h.  Items that require calibration will be maintained and calibrated IAW applicable technical manuals and TB 43‑180.  Prompt turn-in of TMDE to support is essential for proper equipment function and accuracy.  Records outlined in TB 750‑25-1 and a copy of a current master calibration listing will be maintained in motor pool.  Items to be turned in will be clean and tagged for identification.  The Commander will appoint a calibration coordinator who will ensure TMDE items are calibrated when due.

ANNEX G (APPENDIX 1) (AOAP) for YOUR COMPANY Ground Maintenance SOP
ARMY OIL ANALYSIS PROGRAM

1.  PURPOSE:  To establish procedures for the Army Oil Analysis Program (AOAP).

2.  RESPONSIBLILITIES:  In accordance with DA Policy, wheel vehicles are not required to give oil samples.
ANNEX H (APPENDIX 1) (AMSS) for YOUR Company Ground Maintenance SOP

UNIT READINESS REPORTING
1.  PURPOSE:  To provide guidance on maintenance readiness reporting procedures.

2.  RESPONSIBILITIES: 

     a.  The commander is responsible for timely and accurate reporting of maintenance status of equipment.

     b.  The Motor Officer will assist both the company commander and maintenance sergeant in the collection of information and reporting to the commander on the status of his/her equipment.

     c.  All section sergeants will ensure that NMC equipment they are responsible for is reported to the maintenance Section and the commander using the proper documentation.

3.  PROCEDURES:

     a.  DAILY Non Mission Capable (NMC) report.

1) This report is SAMS-E  generated by the TAMMS clerk.

2) The NMC report is prepared in (3) copies and distributed as follows:

(a) One copy to BMS NLT 1500hrs each day

(b) One copy to the commander NLT 1630hrs normally picked up by the motor officer.

(c) One copy maintenance section file copy posted on clipboard.

3) The NMC report will be maintained from the 16th of the month to the 15th of the next month.

     b.  The monthly AMSS report

1) The monthly AMSS will be run on the 16th of the month even if the 16th falls on a weekend or holiday.

2) It is the responsibility of the TAMMS clerk to contact YOUR SUPPORTING Maint. CO on the last working day to get drop times for the AMSS reports.  This also includes insuring all parts are received, installed, faults are corrected and insure all maintenance status are current.
3) AMSS reports will be signed by the company commander and maintained in accordance with AR 220-1.

     c.  Manual Report Procedures:  In the event of a computer breakdown the following guidance is given for report processes.

1) Begin manual tracking procedures on DD Form 314.

2) DA Form 2406 will be utilized.  The backside of the form will replace the NMC report.  The front side will replace the monthly AMSS report.

3) The SAMS-E  clerk will generate memorandums to indicate trouble with the SAMS-E  computer and get the commanders signature.

4) The memorandum will be produced in (2) copies.  The original will go to the agency concerned.  The copy will be maintained on file with the manual forms.

4.  WHAT TO REPORT:

     a.  All MTOE and TDA equipment listed in the most current Master Maintenance Data File will be reported.

      b.  Any additional equipment deemed “High Visibility” by the commander.  To report these items contact motor pool to determine if the SAMS-E  will report the item or manual procedures will be used.

      c.  Equipment that falls into either paragraph A or B above and identified as not mission capable by the applicable technical manuals or DA directed messages.

     d.  Equipment identified, as NMC must have parts on order within 24hrs or evacuated to DSU within 24hrs.

     e.  The Commander must be able to explain equipment that does not meet the standards listed above.

5.  AMSS:
     a.  AMSS will be run on the morning of the 16th of the month regardless of what day of the week it falls on.

     b.  Ensure you have two blank formatted diskettes (3-1/2 1.44MB) or one CD-RW disc.
     c.  The very first thing that will be done is a backup on the AMSS backup disc.  AMSS will not be run without running the backup disc first!
     d.  Ensure that the printer has plenty of paper. 

     e.  Prior to running the AMSS, the following reports will be printed on paper, as well as saved to diskette:

          1)  NMC report (cannot save this report to diskette)

          2)  Rollup by UIC.

          3)  Rollup by EIC.

     4)  Projection report.

     5)  All DA 2715 Feeder reports.

     f.  When all reports have been successfully generated, run the End Of Month Report Period. All instructions are printed in a warning statement prior to running the report for your benefit.

     g.  Run the reports.

     h.  Turn-in all reports to the Battalion Maintenance Supervisor at the end of the process.

     i.  Log off the SAMS-E  system and perform a back up prior to re-logging back onto the system. This will ensure that the end of month reports is run. (Maintenance Register Purge) File the reports in the correct location.

ANNEX I (APPENDIX 1) (Publications) for YOUR Company Ground Maintenance SOP

PUBLICATIONS

1.  PURPOSE:  This section provides guidance for procurement and accountability of publications in the maintenance shop.  Establish a standard for the timely and correct ordering and maintaining of maintenance publications.

2.  PERFORMANCE:  Availability of publication to the operators and mechanics for the performance of their required tasks greatly improves the ability for proper use, diagnostics and repair of military equipment.

     a.  As a minimum unit maintenance operation will have on hand:

          1) An operator’s manual and LO for each piece of equipment on hand in the unit.

          2) A complete set of TMs for each type of equipment in unit for each level of                            maintenance performed.

          3) Updated Army Log CD’s in the SAMS-E  boxes.

          4) A complete set of FMs, TBs, SCs and ARs required will be on hand.  For a complete           list of required manuals contact Company maintenance section.  Company publication            clerks will order all required manuals requested by maintenance personnel.

     b.  Unit’s library will be maintained up to date with all changes posted. 

     c.  Library will be located in the area where maintenance operations take place. 

     d.  Unit will take all equipment manuals when deployed, and maintain both a reference and a working library whenever possible.

3.  PROCEDURES:
     a.  The Company Maintenance NCO will, on a quarterly basis, review the MTOE and the   maintenance publication against the DA PAM 25-30

     b.  Once the list is reconciled, company publication NCO will ensure that enough of each    new publication is placed on order for the maintenance section.

     c. The company publication NCO will print a CRAM report off the Internet on a monthly basis to pass out to the maintenance supervisor.

     d.  The maintenance supervisor will then ensure that he has all publications on hand, or on order, according to the list that the company maintenance NCO has developed and should review Internal Distribution List periodically.

     e.  If the maintenance section chief finds that he does not have a publication on order he will notify the Company Publication NCO.

     f.  The Company Maintenance Publication NCO will order all publication for each maintenance section using the proper sub account number.

     g.  When the Company Maintenance Publication NCO orders a publication, he will develop a log that tells what publication was ordered, date requested, quantity requested, section making the request and the date when it is received.

     h.  The sections that maintain any publication within the motor pool will ensure that they are marked in accordance with AR 25-400-2(ARIMS). This includes the following:

          1) Red letters RHA denoting publications that need to be taken to the records holding              area during deployment.

          2) Blue letters GO denoting that the publication will be taken with the section                           deploying.  

          3) All publication will include the proper labels on the back of the binders with 1jj as                 the file number.

4.  Procedures for ordering a publication for the maintenance section

     a.  Ensure that the PIN number is known prior to trying to order the publication. The pin can be located:

          1) On the back of the publication itself.

          2) On the DA PAM 25-30.

     b.  Ensure that the account number and sub account number is on hand.

     c.  Log on to www.usapa.army.mil
     d.  Select Army Publications and Forms Ordering System.

     e.  Select Publication Ordering System

     f.  Select Resupply by Pin.

     g.  Fill out the order form and presses submit.

5.  Procedures for getting a CRAM (Consolidated Report Account Management) Report

     a.  Log on to www.usapa.army.mil
     b.  Select Army Publications and Form Ordering System

     c.  Select Order Status Inquires and Reports

     d.  Select Resupply Activity Report

e. Enter Account Number and Process order

     f.  Select Print

6.  Procedures for ordering locally produced publications or forms.

     a.  See the Company S1 and obtain a blank DA Form 17.

     b.  Fill out the form in accordance with the S1 representative’s instructions for the blank forms.
     c.  Upon completion make a copy of the DA Form 17 and maintain it until the entire is filled.

ANNEX J (APPENDIX 1) (SSL) for YOUR Company Ground Maintenance SOP

SSL MANAGEMENT
1.  PURPOSE:  This section outlines the procedures for managing the Shop Supply Listing (SSL) of repair parts and related records. Establishing a Company standard for the control and maintenance of the unit's SSL.

2.  PERFORMANCE:  SSL stockage is based on items being demand supported, current changes scheduled call for 6 demands to add and 3 demands in 180 days to keep items.  Items must be essentially code C, and have a maintenance code of "O".  All SSL stocks authorized must be on hand or on valid request.

     a.  SSL will consist of class IX items that can be demand supported.  All class IX items will be ordered through the SAMS-E  box in order to capture the demands for SSL stockage.
     b.  The total number of lines authorized cannot exceed 150.

     c.  The SSL records will be maintained IAW DA PAM 710‑2‑1, AR 710‑2, and DA PAM 750-8. As a minimum record will consist of the following items:  

          1) Shop Supply List inventory signed by the Commander.  (Quarterly)

          2) Demand analysis is run quarterly on the 25th of the month and review by the                             commander.  Commander ensures that all changes, additions and deletions are                          performed in a timely manner. (Last 2 reports maintained)

          3) Zero balance report. (Daily)

          4) Excess management report should report a negative report.  No excess over authorized            on hand of SSL items will be carried at anytime. (Weekly)

     d.  SSL stock and records will be stored, secured, and maintained in an area where the majority of maintenance is performed.  Arms room, NBC and communication SSL will be stored in the motor pool area.  All parts are to be used and replenished as necessary.  The complete SSL must by able to be moved in a single lift using organic unit equipment.

     e.  Items "consumed in use" e.g. nuts, bolts, tubing, and other common hardware items may be stocked based on usage estimates up to 7 days.  These items will not be included on the SSL.

     f.  Equipment service parts that can be ordered prior to service can only be ordered by equipment bumper number. Only items that are required to be replaced during the service as listed in the service manual can be ordered. Parts will be maintained in equipment parts bin tagged “awaiting service”.

REPAIR PARTS ISSUE
     a.  All parts received will be posted immediately by using Receipt Processing.  Repair parts will be issued by the SSL clerk to operator or supervisor of equipment if it is TM-10 level.

     b.  Service parts will be issued to the mechanic assigned to service the equipment.

     c.  Organizational repair parts will be issued to the motor sergeant/shop foreman for installation on equipment.

     d.  The Maintenance Supervisor will supervise all repair parts issued and maintenance supervisors will ensure parts are installed properly.

     e.  Supervisors will review the Equipment Maintenance/Inspection Worksheet on a weekly basis to ensure that parts being installed by operators and maintenance personnel are being removed from the maintenance inspection work sheet. If any discrepancies are noted bring it to the attention of the Motor Sergeant so that they can be corrected.

     f.  TAMMS clerk will update daily parts received not installed list.

     g.  A SSL/DCR Reconciliation process will be ran weekly.

     h.  Document Control Register for supply actions. (Once per month, for two years)

     i.  Commanders exception reports, signed and initialed by the commander. (maintained for 2 yrs)
     j.  A SOS diskette will be brought to unit’s supporting SSA every working day.  SARSS operators will maintain logs of diskette drops. Send SOS transaction printout will be initialed by both operators and maintained by SAMS-E  operator for 30 days.
REPARABLE EXCHANGE
     a.  Damaged or missing items must be accompanied by a statement signed by the Company Commander or designated representative finding no one liable for the damaged or missing item, or that action is taken if negligence is found.

     b.  Batteries that are not damaged must not be able to hold a charge.

     c.  All RX items must be clean and tagged with NSN before turn- in.

TURN-IN OF SERVICEABLE PARTS (EXCESS)
     a.  Excess parts must be identified and classified for turn-in.

     b.  Insure the item is not needed by reviewing the document register files.

     c.  All excess parts will be stored separately from the SSL until they are turned in.

     d.  Every effort will be made to insure that excess parts are not ordered.  SSL clerks will notify the Maintenance Officer or Maintenance Supervisor if they believe that a part ordered may cause excess to be on hand.

PARTS BINS
     a.  Bins will be utilized to store parts awaiting installation or services.

     b.  The Maintenance Supervisor will insure that parts are installed expeditiously.

     c.  All parts maintained in the storage bins will be identified as to the piece of equipment that it belongs to.

     d.  Parts awaiting other parts for proper installation will be marked as such.

REQUESTING REPAIR PARTS

1.  PURPOSE: This section outlines the procedures for managing the request of repair parts and related records, and OSC usage. Establishing a company standard for the control and maintenance of the unit's class IX request procedures, and establish policies governing OSC usage procedures.
2.  PERFORMANCE:
     a.  Class IX expendable/non‑expendable supplies will be ordered through the maintenance section SAMS-E  clerk at the discretion of the Maintenance Supervisor.

     b.  Items identified on PMCS DA Form 5988-E as missing, unserviceable, or otherwise needing to be ordered will be verified by motor pool, arms room, NBC or communication personnel who will provide necessary information to the SSL Clerk.
     c.  Maintenance personnel will verify under what UND part needs to be requested, if part is organizational level and if part requires special financial considerations (i.e. if over $500.00).

     d.  Ensure that the SARRS telecommunication transaction or disk is taken to the unit’s supporting SSA, and is processed. 
SARP

1.  PURPOSE: To outline the procedures that the arms room and SSL clerks will use when ordering parts for small arms within the CGM.

2.  PROCEDURES
NOTE

ONLY PARTS WITH MRC CODE OF “O” WILL BE ORDERED AT UNIT LEVEL

     a.  The armorer identifies the part needed for the weapon and writes the NSN on the DA Form 5988-E.

     b.  The armorer looks in the parts manual and checks to see what the MRC code, anything other than “O” the weapon must be job ordered to 595th Maintenance Battalion.

     c.  If the MRC is “O” the Unit Arms Room Officer will be notified to verify that the part is needed and the MRC code is “O”.

     d.  The Arms Room Officer will then initial the DA Form 5988-E noting his/her approval and log it in the SARPS log in the arms room.

     e.  The DA Form 5988-E will then be taken to the Commander for his/her verification and initials on the DA Form 5988-E.

     f.  Once the DA Form 5988-E has all initials the form will be taken to the company SSL section so that it can be ordered on the company’s SAMS-E  computer.

     g.  When the part is ordered an updated copy of the DA Form 5988-E, showing the ordered part, will be made and given to the unit Arms Room Officer. 

     h. The updated DA Form 5988-E will be filled in the Arms room with the SARP parts log and the Document Number will be put in the SARP Log.

     i.  The parts listed in the SARPS log will have the status checked weekly by the Arms Room Officer.

     j.  When the part is received by the company SSL section, the clerk will notify the Maintenance Supervisor.

     k.  The Maintenance Supervisor will log the part in the SARP box and secure the part until the company Arms Room Officer comes to sign for the part.

     l.  When the company Arms Room Officer comes for the part the maintenance Supervisor will open the SARP box and log the part out to them.
     m.  The Arms Room Officer will take the part to the armorer who will have no more than 24 hours to install the part.

     n.  The Arms Room Officer will also log the part as being received in the arms room log.

     o.  Once the weapon is fixed the DA Form 5988-E that was filed will be updated and sent to the SSL clerk for updating and a new DA Form 5988-E printed.

CONTROL SUBSTITUTION

1.  GENERAL:  Control substitutions is the removal of serviceable components from unserviceable economically repairable end items for immediate reuse in restoring a like item or weapon system to a fully mission capable (FMC) condition.

2.  The unserviceable component must be used to replace the serviceable component or retained with the end item that provided the serviceable component.

     a.  Controlled Substitution is authorized only when:

          1) Approved by the Commander.
          2) It is the only means reasonably available to eliminate an adverse effect on the                    operational readiness of the unit.

          3) Required components are not available from the supply system before the required            delivery date (RDD).

          4) A valid requisition is submitted to replace the unserviceable item.

          5) The end it or weapon system from which the serviceable component is removed is             classified as not mission capable supply.

          6) The end item or weapon system from which the serviceable component was                       removed is not down grade to an uneconomically repairable condition

          7) The unserviceable component will be tagged and retained with the end item.

          8) The removal of the component must be recorded on DA Form 5988E.

     b.  Scrounging:  
          While not encouraged, when time constraints or other mission requirements dictate,          repair parts maybe obtained from outside normal supply channels. A DHA Document        will be prepared with a document identifier code of DHA and submitted to the SSA.

     c.  Cannibalization:
          1) Can Points will be utilized when repair parts are available.

          2) Cannibalization of unit equipment is strictly forbidden.

     d.  Free Issue Point:
           1) Units will make maximum use of the free issue point as part of their source of                      supply.

2) Units are not authorized to turn-in identifiable repair parts to the free issue point.            We will always use the standard supply system procedures whenever possible. 

ANNEX K  (APPENDIX 1) (TAMMS) for YOUR Company Ground Maintenance SOP

The Army Maintenance Management System (TAMMS)                 

1.  Purpose:  This appendix outlines the procedures for maintaining TAMMS/Historical Record Data.

2.  General:  TAMMS/Historical records are a control device for a specific piece of equipment and are used to record specific events during the life of the equipment. The records are identified with the equipment nomenclature and registration or serial number.

     a.  SAMS-E  operators will be trained  and on orders.  The unit will maintain an access roster of individuals authorized to use the SAMS-E  equipment.
     b.  SAMS-E  operators will ensure that all maintenance significant equipment on the company property book is logged into the SAMS-E .  This includes all armament, communication and NBC equipment.  Proper ERC, serial number, registration number, quantity on hand and quantity authorized will be correctly entered and updated as needed.

     c.  Equipment and Maintenance records will be maintained by the section responsible for the organizational maintenance (i.e. Maintenance Section, Arms Room, NBC, Dining Facility, etc.). All forms will be prepared using DA Pam 750-8 and all other applicable directives.

     d.  The Maintenance Officer and Maintenance Supervisor will inspect TAMMS records frequently to ensure proper entries and current data are being maintained.

     e.  TAMMS clerk will ensure all NMC time is correctly and accurately reflected on SAMS-E .

     f.  TAMMS clerk will ensure all services and lubrications are correctly entered in SAMS-E  system.

     g.  TAMMS clerk will ensure logbooks and data card are current with all updated information and all necessary forms are present and updated.

     h.  TAMMS clerk will establish and maintain an equipment record file by bumper number.

     i.  Historical records will be controlled and safeguarded against loss or damage. These records will be maintained for each item of equipment as specified in DA Pam 750-8. The Administrative Section under the supervision of the MAINTENANCE SUPERVISOR will maintain all historical records for tactical vehicles and engineer equipment. The unit NBC NCO will maintain the historical records of all NBC equipment. The unit Armorer will maintain the historical records for all arms and sensitive items stored in the arms room.                         The unit Communications NCO will maintain the historical records for all radios, and inform the Maintenance Administrative Section on down time and services for systems.  Companies will maintain historical records for any equipment not otherwise controlled.

     j.  The equipment control record DA Form 2408-9 will be initiated by the gaining unit within one day, following the property book transaction pertaining to the equipment. The gaining unit will coordinate with the PBO and the BMS accordingly.

     k.  A SAMS telecommunication transaction or diskette will be run and brought to the units direct support SAMS I operator every working day.  SAMS operators will maintain logs if diskette are dropped. The Send SAMS transaction printout will be initialed by both operators and maintained by SAMS-E  operator for 30 days.

     l.  SAMS-E  operators will run automated status update with diskettes to update status.  Copy of exception report print out will be reviewed, corrections made and filed.  No changes to any vehicle or parts status can be made between the creation of the above disks and the running of the status update.

     m.  Dispatch Control Log (Purge) will be maintained on file for no less than two month. This log is automatically printed on the first of the month.

     n.  Information required for the Company reporting will be submitted on time and correctly reflects the unit’s status.  This includes USR data, AMSS data and NMC updates.

     o.  A backup of SAMS-E  Data Files will be conducted daily.  Maintain last seven days of data discs and one copy of system tape on hand. Last copy of end of period back up will also be maintained. Tapes will be stored as to limit access.
DEFINITIONS
     a.  Reportable Non-Mission Capable:  Items whose LIN are listed in Appendix B of AR 700-138 that have a PMCS non-mission capable or other non-mission capable fault IAW AR 750-8 that prevents the use of the item.

     b.  Administrative Non-Mission Capable:  Items whose LIN is listed in Appendix B of AR 700-138 that have a fault that restricts the use of the item, but in time of war/emergency would be available for use.

     c.  Non-Reportable Non-Mission Capable:  Those items of concern to the command that are not able to perform their designed mission.

ANNEX L (APPENDIX 1) (Equipment Dispatching) for YOUR Company Ground Maintenance SOP

DISPATCHING

1.  PURPOSE: To establish policies governing the dispatching of equipment. Dispatching is the method by which the Commander controls the use of equipment. Allowing equipment to be used carries with it the responsibility for both equipment and operator safety.  The Commander must ensure the dispatching procedures are understood and followed.

2. PERFORMANCE:

     a.  Vehicle dispatches will be issued IAW hours established by the Motor Sergeant.  Request for dispatch during other than the appointed time will be coordinated with the Motor Sergeant after obtaining the Commander's approval. Commander, Executive Officer, or First Sergeant will review the Vehicle Safety Brief/Dispatch Request, and Risk Assessment ensuring the driver is appropriately briefed and authorizes the use of the vehicle for its specified mission by signing the Vehicle Safety Brief, Dispatch Request, and Risk Assessment.  Equipment log books for NMC equipment will be kept separate from FMC equipment’s log books in a section denoting them as NMC. 

     b. Operator will get a dispatch request form signed by the Company Commander, Executive Officer, 1SG or PL/PSG before bringing any equipment’s to company QA/QC section. The QA/QC inspector will not inspect any vehicle without the dispatch request unless instructed by the Maintenance Officer.

     c.  Operators and their NCO will perform level 10 PMCS and take the 5988E to the company maintenance section for any corrected action. The maintenance section will then install any parts that have came in for the vehicle, order and make all repair the bring the equipment to 10/20 standard.

     d.  The maintenance standard 10/20 is when the condition of the equipment is:

          1) The equipment is fully-mission capable.

          2) All faults are identified following prescribed procedures using the “item to be                        checked" column of the applicable TM 10/ 20 series PMCS table. 

          3) Unit–level corrected actions are accomplished with available required parts.

          4) All non-available parts are on valid funded requests.

          5) Corrected actions that are authorized to be accomplished at a maintenance level                above the unit are on a valid DS maintenance request.

          6) Equipment services are performed within the scheduled service interval.

          7) All authorized BII and COEI are present and serviceable or on a valid funded                       request

     e. Once the maintenance section corrected the faults, the operator will go to the QA/QC section to be inspected. The operator must have the following at the minimum; 

           1) All BII on hand or on order.

           2) A serviceable fire extinguisher

           3) Warning device/ first aid kit

           4) Log book with all forms required

           5) ¾ full of fuel

           6) –10 PMCS and Manual

     f.  The QA/QC inspector will inspected all equipment for 10/20 standard. All faults will be annotated on the 5988E and corrected by the maintenance section. All parts will be order by the SSL section and a clean 5988E will be given to the operator to take back to the QA/QC section. All (X) faults will have the initial of the Motor Sergeant or whomever he designated to QA/QC for the company. The operator will return to the QA/QC section with both 5988E showing the correction of the faults found and parts order. Only stamp the new 5988E after all faults are corrected and all parts on order. If no part needed to be order, QA/QC will stamp the original 5988E. The QA/QC section will keep all checklists on file and turn in to the Unit Maintenance Technician at COB of each day. The QA/QC section will keep a log of all vehicles QA/QC for dispatch. Once the vehicle has passed QC verification, the operator will return to the SAMS-E  clerk with all documentation for dispatch. If the operator’s PMCS misses more than three NMC or safety faults, the inspector will return the PMCS and tell the operator to try again.  If operator continues to fail to perform PMCS to standard they will be referred to their section leaders for remedial training.
     g. The SAMS-E  clerk will verify the following:

          1) The operator has a valid license and DDC card.

2) The logbook is complete with 2 copies of DD Form 518 and 1 copy of SF 91.

          3) The 5988-E has been properly updated.

          4) The commander or first sergeant has signed the dispatch request and Platoon                    Sergeant has inspected the BII.

          5) Ensure that the commander properly circles all X and E items and the correct                      restrictions are annotated. Also the SSL section will ensure that all shortcomings                     found during the QA/QC has some corrected action, whether the fault was repaired or            the part order by the company maintenance team. 

          6) Ensure the mechanic has signed off on the 5988-E insuring all checks on the safety           checklist have been performed.
     h. The SAMS-E  clerks will make sure that the 5988E have the QA/QC stamp and sign by the inspectors. A list of who will inspect equipments will be given to the SSL section. The SSL section will keep the original 5988E with the corrected action on file and printed a clean 5988E. No equipment will be dispatched with an NMC (X) fault unless the Commander or designated representative, i.e. assumption of command orders, circles the (X) and clearly defines the limitations the operator is to follow. No (X) status symbol faults will be changed to a circle (X) if it endangers the operator/crew or may cause further damage to the equipment. Circle (X) conditions will be for one time operation or mission (common sense must be used). The same applies to all safety deadline faults as outlined in chapter 2 AR 385-55 

Type of Dispatches:

     a.  Regular Dispatch will expire at either 1700 or COB for that day.  Regular dispatches ensure that the operator performs PMCS every time the vehicles move from the Motor pool or it designated parking area.  Extended Dispatches are for any dispatches that are needed for more that 24 hours and will be as limited as possible and will not exceed 5 days without approving authority from the Commander.  All extended dispatches will go through the Maintenance Officer/Motor Sergeant.  An operator cannot bring in a vehicle dispatch that is about to expire and ask to have it extended. The vehicle will go back through the same procedures as if it was being re-dispatched.  Extended dispatches will not be given when the equipment can return to the motor pool within the dispatch day.  Some examples for extended dispatches are guard duty, field training exercises, deployment, TDY assignments and Tasking. The Commander or designated representative will sign all off-post dispatches.
     b.  Alert.  Alert dispatches are used when a unit deploys to the field as a company.  An OP order will be given to the SAMS-E  clerk to keep on file in the motor pool for 1 year. No alert dispatches will be given in place of a regular dispatches. The alert dispatch is designed to get a unit to it destination until the SAMS-E  box is set up to print the regular dispatch. The Commander is the dispatcher for all alert or field dispatches and will be on orders. The morning the unit deploys to the field, the company Motor Officer will pick up the stack of “Alert” dispatches and a dispatch control log from the Motor Sergeant. The Commander will dispatch all vehicles going to the field and annotated this vehicle on the dispatch control log. He/she will return the unused dispatches and the dispatch control log to the SSL clerk prior to deployment to the field. 
     c.  Road test dispatch: Road test dispatches are required to be used to ensure a repair made by the maintenance section corrected the fault.  Maintenance personnel are the only ones authorized to receive road test dispatch from the SSL section.  The Motor Sergeant or Maintenance Officer are the only approving authority for road test dispatch and will not require to go though an QA/QC inspection.

          1) When the mission is over, the operator and assistant operator performs the after-               operations check per PMCS in the operator’s manual and local checklist. The operator           records any faults that cannot be corrected on the DA form 5988-E.  Faults recorded              that cannot be corrected by the operator will be checked by maintenance prior to                    returning the dispatch to the dispatcher. Vehicles will be topped off and cleaned prior              to the operator reporting back to the dispatcher.

           2)The operator turns in the equipment record folder and all forms to the dispatcher.                 After checking all forms for correct information, the dispatcher makes all entries in the             SAMS-E  computer.  When the operator has completed the mission, the following                     procedures will be accomplished as a minimum prior to turning in all required                          documents:
               a) Top vehicle off with correct type of fuel.

               b) Wash vehicle if dirty and remove all debris and personal items.

               c) Park and secure vehicle in assigned space on line in the motor park. Drain air                     tanks.

               d) Perform after operation PMCS IAW operator's manual.  Record any new found                   deficiencies on DA Form 5988-E.  The operator's supervisor will verify any new                       deficiencies.

               e) The operator completes the DA FORM 5987-E, updating mileage and any fuel                    and oil added.

               f) When dispatched equipment returns the dispatcher will, update equipment/unit                    data, usage data. Oil added and closes out dispatch.

WINTER DISPATCHING PROCEDURES:
1.  PURPOSE:  To establish procedures to be followed when dispatching vehicles under adverse driving conditions.

2.  PURPOSE:

     a.  Poor driving conditions may occur at anytime during the year; however, they will normally prevail during the winter months.  The winter operating period, November through April, requires additional precautions for the safe operations of motor vehicles.

     b.  Road conditions indicate adverse driving condition categories.  Road condition information may be obtained from the MP desk or CO SDNCO.  The four condition categories are as follows:

          1) GREEN:  Routine-driving conditions.  Roads are clear and dry.  No special                          equipment is required. Normal dispatch procedures apply.

          2) AMBER:  Cautionary driving procedures.  Roads are wet, have snow, or icy areas.              Normal dispatch procedures apply: Senior occupant ensures driver takes precautionary           measures to help avoid accidents.

          3) RED:  Extremely hazardous driving conditions.  Roads are covered with ice or hard             packed snow.  Heavy precipitation and/or high winds are limiting visibility.  No                          unnecessary travel.  Tire chains are required for the HMMWV and recommended for all           other series of vehicles.  The Commander must authorize dispatches.

          4) BLACK:  Extremely dangerous, life-threatening driving conditions.  Roads are                     covered with hard packed snow or ice and possibly unplowed.  Heavy snowfall and /or            high winds, causing zero visibility, are expected.  Emergency vehicles only, tire chains            are mounted.

     c.  The Commander is ultimately responsible to establish procedures to ensure the safe operation of unit equipment, general guidance to consider when dispatching vehicles during adverse weather conditions:

          1) The Commander should ensure dispatches be curtailed to a minimal.

          2) Winter driving orientation must be conducted for drivers prior to the start of the                    winter season.

          3) Eliminate nonessential night driving.

          4) Dispatch vehicles over the least dangerous route.

          5) Brief drivers on special precautions and safe procedures concerning their specific               dispatch.

          6) The decision to dispatch a vehicle must include consideration of the operators                    experience and qualifications in winter driving conditions.

     d.  The following instructions concerning the use of tire chains will be implemented:

          1) During winter operating period (Nov-Apr) tire chains will be included with the OVM               prior to dispatching a military vehicle.

          2) Tire chains will be mounted IAW appropriate vehicle operator’s manuals.

          3) Tire chains on a HMMWV series vehicle will be mounted on all four wheels.

          4) When only one pair of chains is mounted on four-wheel drive vehicles, the chains               will be mounted on the rear wheels.

DRIVERS SAFETY
     a.  Drivers will not be assigned to operate vehicles for more than 10 consecutive hours, nor will the combined duty period exceed 12 hours in any 24-hour period without at least 8 hours of rest.  If more than six (6) consecutive hours is needed to com​plete operations, a qualified assistant vehicle operator must be assigned each vehicle. Drivers will take 15-minute rest breaks every 2 to 3 hours of driving or every 100 to 150 miles, whichev​er occurs first. One-hour meal breaks must also be taken. Only in case of emergencies, as determined by the Commander, may either of the vehicle operators drive the vehicle for longer than 10 consecutive hours per day.

     b.  A licensed assistant driver is required when the driving time requires more than six hours or when a vehicle is transporting:

          1) Passengers in a cargo bed.

          2) Explosives or other hazardous material.

          3) Highly sensitive equipment.

     c.  Vehicle operators will abide by all restrictions listed on the OF 346 (US Govt. Operator's ID Card) or DA 5984-E, (e.g., wearing corrective lenses).  

     d.  Personnel under the influence of alcohol are prohibited from driving vehicles. Personnel under the influence of pre​scription drugs and medication will not operate vehicles unless cleared by proper medical authority.  Drivers will not consume alcohol within eight (8) hours of driving.

     e.  Military personnel will not operate tactical vehicles while wearing civilian clothing unless granted permission by their Commander or field grade officer.  Drivers and passengers will be in complete military uniform, including headgear in all tactical vehicles. 

     f.  Smoking in military vehicles is prohibited at all times. Drivers will not eat or drink while the vehicle is in motion.

     g.  Seat belts and shoulder harnesses will be used at all times.

The senior occupant of a vehicle will maintain positive control over the operator’s driving ensuring that the vehicle is operated in a safe manner.
ACCIDENT REPORTING PROCEDURES
1.  OBJECTIVE:  An accident is defined as an unplanned event that results in one of the following; damage to Army property, injury to on or off‑duty military personnel, injury to on‑duty Army civilian personnel, including Non‑appropriated fund employees and Foreign nationals employed by the Army, occupational injury or illness to Army military personnel, Army civilian employees, Non‑appropriated fund employees, and Foreign nationals employed by the Army or any injury or illness to non‑Army personnel or any damage to non‑Army property as a result of Army operations.

2.  PERFORMANCE:  Unit will have on orders a Company Safety Officer (E-6 or above), Company Assistant Safety Officer (E-5 or above) and a Safety NCO (E-4(P)or above).  Personnel on orders will be schooled trained (SOC-40).

VEHICLE ACCIDENT

     a.  Whenever military equipment is involved in an accident, the operator prepares SF 91 and delivers it to his immediate supervisor and reports the accident to their Commander/First Sergeant ASAP.  The immediate supervisor will turn in the SF 91 to the unit Safety Officer/NCO. A vehicle involved in an accident will be returned to the motor pool where it will not be moved, dispatched, or tampered with until it is released by the Commander and the surveying officer with a memorandum stating that it is cleared for request for ECOD from the direct support section, operation or released for repair.           

     b.  The immediate supervisor will collect the operator's SF46/OF346 and forward it to the drivers Training NCO.  The operator may be required to attend remedial driver's training and be road tested on the type of vehicle with which they had the accident.

     c.  Soldiers involved in an accident must understand that they can be held liable for the damage and are subject to disciplinary action under UCMJ for failing to report an accident.  Also, a line of duty investigation is required, especially when injuries are involved.

     d. Repeat offenders may lose their driving privileges completely.

          1) Assist injured personnel and clear the highway as soon as possible.

          2) Obey all instructions of local police and military police.

          3) Senior occupant will ensure that the proper authorities are notified.

          4) Complete appropriate reporting forms at the scene when possible or as soon as                      possible afterwards.

          5) Request a blood alcohol test or breath analysis be given by authorized personnel as                soon as possible, if alcohol is suspected.

          6) If equipment is still operable, continue the mission.

          7) If equipment is not operable, contact emergency roadside recovery services nearest                your location and your unit.  Report the incident to your chain of command. 

ANNEX M (APPENDIX 1) (RECOVERY AND EVACUATION) for YOUR Company Ground Maintenance SOP

ROADSIDE RECOVERY

1.  PURPOSE: To establish procedures for recovery and emergency services while operating equipment away from the company area.  Establishing a safe procedure for roadside breakdowns, accidents and recovery operations.  The senior occupant of the vehicle concerned or the senior individual on the scene of a recovery operation is directly responsible for compliance with all provisions contained herein.  If unable to do self recovery, wrecker support will come from YOUR SUPPORTING MANTENANCE Company.  
2.  PERFORMANCE: Company Standing Operating Procedures requires on all recovery operations to have a qualified unit maintenance personnel trained in recovery operations.  This Soldier must have obtained the rank of E-5 or above. Guidance for light and heavy wheel vehicle recovery training hours will be properly annotated on the Soldiers DA Form 348.  The Commander or the Executive Officer can only waive this requirement. In the event of equipment failure or disabling accident while operating government equipment away from the company, proceed as follows:

     a.  Exit vehicle away from traffic. All personnel working on the roadway will wear reflective vests.
     b.  Assist in the treatment of injured if necessary.

     c.  Clear the roadway as much as possible, without disturbing the accident scene.

     d.  Place all warning devices where approaching traffic is sufficiently warned (100 M). Use vehicle flashers if possible. 

     e.  Ensure sensitive equipment is guarded.

     f.  Obey civilian and military police instructions.

     g.  Attempt to contain EPA spills if means exist to do so.

     h.  Vehicle operators will assist wrecker operators with recovery operations.  All personnel working on a roadway conducting recovery operations or directing traffic will wear reflective material.

     i.  Towed vehicle will be correctly prepared for towing by crew and wrecker operators.  Ensure operation of disabled vehicle’s brake and warning lights.  Wrecker operator will ensure that all personnel are at a safe distance when conducting wrenching operations.
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     j. If a recovery vehicle is not immediately available, another vehicle can be used to tow the disabled vehicle, as long as the following requirements are met:

          1) The vehicle used to tow the disabled vehicle must be the same size vehicle or                    larger.

          2) An approved tow bar adequate to handle the load being towed must be used,                     supplemented by safety chains.

          3) The decision to use an alternate vehicle other than a wrecker rest solely with the                Officer/NCO in charge of the recovery operation.
     k.  Radio, or phone Maintenance with the following information:

          1) Location and type of vehicle (i.e. mile marker or grid coordinate).

          2) Problem with equipment.  Parts and tools required to make repairs if known.

          3) Information as to number of passengers and if equipment is towing a trailer.

ANNEX N (APPENDIX 1) (Safety) for YOUR Company Ground Maintenance SOP

SHOP SAFETY AND SECURITY
1.  PURPOSE: To establish safe policies governing accident prevention, fire prevention, vehicle operation, personnel, environment and all unit level maintenance operations.  Safety is a Command responsibility.  Safety and occupational health will receive priority command consideration in all aspects of operations and mission performance.  
2.  SCOPE:  Safety measures outlined in this section apply to all personnel of this unit as well as visitors.  These measures will be enforced by all unit members and apply to all phases of unit maintenance operations.

3.  RESPONSIBILITIES:  The establishment of safe operating procedures and the prevention of accidents are the responsibility of all officers, NCOs and enlisted personnel of this unit.  We are constantly on alert to eliminate or control accidents while performing unit level maintenance operations.

Unit Commander

The Commander will ensure supervisors are aware that they are responsible for the day to day on site occupational safety and health prevention at the section level.  Ensure safety procedures are included in maintenance operations.  Commander will assign on orders and ensure individuals are properly trained for company safety officer (E-6 or above), alternate safety officer (E-5 or above).

Motor Officer
     a.  Detect, correct and submit work orders for safety hazards within his/her areas of responsibility, keeping all personnel informed of uncorrected safety hazards.

     b.  Establish good housekeeping standards and ensure safe working habits and procedures through training of subordinates.  All spills will be cleaned up immediately and disposed of properly.

     c.  Ensure that necessary protective clothing, equipment and guard devices on equipment are available and used.

     d.  Ensure that personnel are provided with proper tools for their job and that such tools are in good working condition.

     e.  Assign only qualified and properly trained personnel to supervise and manage hazardous materials and POL.
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     f.  Familiarize newly assigned personnel with safety regulations police and the use of safety devices on shop equipment, lifting devices, tire cages and power tools.
     g.  Encourage and act promptly on safety suggestions or reports from personnel regarding unsafe conditions.

     h.  Work with Safety officer investigating an accident placing emphasis on cause, contributing factors, unsafe acts and conditions and the corrective action taken.

Motor Sergeant 
     a. Initiate and track work order requests to correct safety violations in the motor pool to eliminate hazards they cannot correct. 

     b.  Ensure all personnel observe and comply with existing fire and safety precautions and are familiar with fire extinguisher usage.

     c.  Before and during maintenance operations, all vehicles will be properly blocked.  Jacks will not be used in lieu of blocks or jack stands.

     d.  Maintain jack stands, and lifting devices in according to TB 43-0143. All jacks, jack stands, hoists, and any other lifting devices will be inspected annually. The date of the next inspection will be stenciled conspicuously on the device in question. All devices that have undergone maintenance other than routine maintenance will be load tested. The date of the last load test will be stenciled along with the inspection data. Both the inspection and the load test dates will be scheduled or recorded as appropriate on DD Form 314.  

     e.  Ensure that no personnel lean on, stand on or get under equipment that is lifted by a crane, wrecker, A-frame or other lifting device. Jack stands will be used to support loads being worked on.

     f.  Ensure appropriate respirators (AR 11-34) are used by personnel working on brakes or painting in enclosed areas.

     g.  Ensure that all personnel properly use the tire cage and that no tires are inflated without its use. Tire cage must be secured and stable.  Personnel will not place any part of their body inside the cage during inflation. The inflating hose will have a clip-on nozzle, with at least 25 ft of hose between the inflating handle.
     h.  Ensure all personnel wear face and eye protection when chipping, cutting, and sanding or any other activity that could be hazardous to the face or eyes.
     i.  Ensure personnel wear protective clothing when handling batteries.

     j.  Ensure that shop pits are clearly marked and covered or chained when not in use.

     k.  When in the raised position, vehicle hoods will be secured using proper fastening devices.

     l.  Battery cables will be disconnected during the performance of maintenance except when they are necessary to perform a service or check.

     m.  Creepers, when not in use, will be leaned against the vehicle or work bench or will be stored in the tool room.

     n.  The engine will not be started nor the transmission engaged until the person operating the vehicle ensures that everyone is clear of all moving components.

     o.  Equipment on jack stands or blocks will utilize "vehicle on stands" sign.

     p.  All tools will be used only for their intended purpose. Do not use power tools with electrical cords or without proper grounding.

     q.  Signs reading "USE PROTECTIVE GOGGLES" will be displayed on grinding equipment.

     r.  The safety board will be easily accessible to all personnel.

     s.  Ensure that full cylinders are protected from excessive rises in temperature or heat sources.  Ensure cylinders stored indoors are in well-protected, well-ventilated, dry location at least 20 feet from highly combustible material such as oil or fuels. Ensure acetylene and oxygen cylinders are stored 100 feet apart or separated by an approved firewall.  Ensure smoking is not permitted within 50 feet of compressed gas storage areas, and "No Smoking" signs are posted.

     t.  Ensure when cylinders are not in use that valves are closed tight and that valve-protector covers are installed.  Ensure that when cylinders are standing upright during usage or storage they are strapped to a structure to prevent tipping.

4.  PROCEDURES:

     a.  Safety
          1)  Is the responsibility of every individual.  Any person observing an unsafe act or                      potentially hazardous situation has the responsibility to take immediate action to correct             that situation.
          2)  Each individual is charged with the responsibility for reading the safety SOP that is                posted on the bulletin board as well as the maintenance safety SOP.  
          3)  Common sense and sound judgment are basic ingredients for a viable safety                         program.
          4)  Fire extinguishers will be distinctly marked, checked and documented for serviceability           each month.
          5)  All areas will be marked IAW OSHA standards.
          6)  Each new Soldier will be provided initial training on safety operations and his/her                   responsibilities under the Safety Program.  New Soldiers will be trained to conduct their              work in a safe manner.

          7)  Keep work areas clean.  Clean up all oil spills on the floor as soon as they occur.
          8)  Never use gasoline or diesel as a cleaning agent.  Use only the approved cleaning                solvent and devices provided.

          9)  Do not operate any shop equipment you have not been trained to operate.

     b.  Personnel Protection
          1)  Wear respirators, safety shoes, glasses and earplugs when necessary.

          2)  Avoid horseplay
          3)  Seek assistance when moving/lifting heavy items
          4)  All jewelry, including wristwatches and rings will be either removed or taped prior to               commencing work in the maintenance facility. 
5.  SAFETY REQUIREMENTS FOR SPECIFIC SHOP OPERATIONS:  Proper safety measures will be initiated and enforced in the shop.  This will increase productivity by decreasing the number of man-hours lost through personal accidents and through processing material, which has been damaged by accidents, or by careless handling.  Safe shop practices will also include the equipment and machinery used in the shop to insure minimum loss of time by such equipment being out of operation due to accidents.  It is the responsibility of all personnel of the shop to practice safety precautions at all times.  Supervisors will constantly caution personnel under their supervision of the necessity to be especially careful when using machinery and tools, loading and perform inspections to enforce safety within the shop premises. 
     a.  Equipment Repair Shop:
          1)  Observe no smoking signs.
          2)  Wipe up oil spills immediately and dispose of IAW hazardous waste regulations.

          3)  Make use of ground guides when backing vehicles and trailers into work bays.
          4)  Maintenance Supervisor will conduct a 10-minute safety briefing every day before                 starting daily shop operations.
          5)  Employ exhaust system when vehicles are in operation inside maintenance bays. 
          6)  Remove rags from work area daily.
          7)  When inflating a tire that has been repaired, use the tire retaining cage to prevent                  injury.  The extension safety hose will be used to keep the operator a safe distance from            the cage.  Failure to use proper safety equipment when inflating tires can cause extreme           bodily harm to the operator.  Ensure that only trained personnel inflate tires.
     b.  Fire Prevention:
          1)  Smoking will be permitted only in designated areas.
          Smoking will not be permitted within 50 feet of vehicles or stored flammable materials.

          2)  Store paint, POL products, and cleaning solutions only in approved containers in                   designated areas.  Never use gasoline for cleaning.

          3)  Segregate dirty and oily rags and deposit oily rags only in covered metal containers.

          4)  Do not store small engineer equipment inside shops with fuel in the tanks or sediment           bowls.

          5)  Ensure equipment is not refueled while running, inside a shop, or still hot from                       operation, i.e. heaters and other small engineer equipment.

          6)  Train personnel to properly operate fire extinguishers.
          7)  Do not block exits or park in fire lanes.

     c.  Vehicle Operations:
          1)  The senior occupant of a vehicle will maintain positive control over the operator’s                   driving ensuring that the vehicle is operated in a safe manner.

          2)  The maximum speed in the motor pool/park, is 5 MPH and must be enforced.

          3)  Ground guides will be used whenever a vehicle over 1‑1/4 ton is being moved in the           motor pool/motor park.  

               (a) Ground guides will never run when guiding a vehicle.  

               (b) When backing a vehicle, 2 ground guides will be used.  

               (c) Both guides must remain visible to each other at all times and the front guide                     must always be visible to the driver.  

               (d) Ground guides will know the proper hand and arm signals and will never stand                   between a moving vehicle and a stationary object.

          4)  Vehicles will not be left unattended while the engine is running.

          5)  Rear safety straps will be used when transporting personnel in vehicle cargo beds             and personnel must remain seated.  Seat belts must be used in vehicles equipped with           them.  Vehicle capacities will not be exceeded.  Personnel will ride only if a seat is                  available for them.

          6)  Internal combustion engines will never be operated in a closed area unless the                   exhaust is vented to the outside.

          7)  Only drivers licensed IAW AR 600-55 will start or operate vehicles without instructor           supervision.

          8)  Parked vehicles will not block exits or fire lanes.

          9)  Secure loose equipment, tools, (OVM/BII), and loads before vehicle operations.

     c.  Personnel:
          1)  Horseplay will not be permitted in or around the motor pool/park area.

          2)  Hearing protection will be used in areas with high noise levels.  All operators will use           hearing protection when operating equipment. 

          3)  All tools will be used only for their intended purpose.  Do not use tools that are                   possibly unserviceable; i.e. power tools with frayed cords, etc.

          4)  Remove all jewelry when working on equipment.

          5)  Ensure power generation equipment is properly grounded when operating.

          6)  All personnel working under vehicles will wear eye protection.
          7)  The shower and eye wash facilities will be tested for 5 minutes every two weeks.               Safety Officers and NCOs will ensure that the shower and eye wash devices work                   properly and have proper drainage.

     e.  CARC Painting Procedures:
CARC painting is the approved coating for all combat and combat support equipment, tactical vehicles and essential ground support equipment.  All touch up or spot painting with CARC paint will be done outside by using a brush or roller in accordance with TB 43-0242.  Any scratches, chips, or marring of the paint surface observed during PMCS will be repaired at Field Level to prevent corrosion damage.  Vehicles may be repainted when 25% of the total vehicle painted area has been determined to be unserviceable by supervisory maintenance personnel, therefore any major painting that requires CARC paint will be sent to higher level maintenance.  All personnel while conducting touch up painting will wear protective personal equipment located in the tool room, see list below: 

               (a) Goggles (Stock # 4240-00-052-3776).

               (b) Apron (Stock # 8415-00-082-6708).

               (c) Rubber Gloves (Stock # 8415-00-641-4601).
               (d) Respiratory Mask (Stock # 4240-01-269-4169)
     f.  Hearing Conservation:
1)  PURPOSE: This appendix establishes policies for hearing conservation in the              Company.  Hearing loss is preventable. The wearing of hearing protection devices is not a personal discretion, but a requirement that is to be Command enforced. All personnel    working in or near noise hazardous areas are required to wear protection devices.

          2) PERFORMANCE:  Commander, Motor officer and Motor Sergeant will ensure the                  following:

(a)  All personnel are briefed on all noise hazards within the unit, and the protection         that is afforded to them.  When conducting Noise hazard training, it will be included         with equipment training.

               (b)  Personnel working in noise hazard areas will wear hearing protection at all times.

  (c)  Organize and supervise the hearing conservation program as an integral function      of the overall safety program. This includes ensuring personnel who work in noise           hazard areas are enrolled in the audio-metric testing program.

          3)  Noise areas are conspicuously marked with signs in compliance with standards                       prescribed in AR 385-30.
4)  Audio-metric examination program is used to monitor hearing loss and to check the     effectiveness of hearing protection devices. All personnel working in noise hazardous areas will be entered into the program, and test date maintained on record in the Units Training Room and monitored by the Hearing Conservation Representative. 

     g.  Electrical Equipment:
          1)  All equipment must be properly grounded.

          2)  Conductors or ground connections must be short and free of loops or kinks.

          3)  Personnel must be cautioned by supervisors regarding handling of power voltage.

          4)  Supervisors must instruct personnel of the safeguards concerning solvents for                   cleaning communication equipment.

          5)  Unauthorized personnel will not tamper with electrical fuse boxes, alter existing                  wires, or install electrical wiring.

          6)  Should electrical problems develop, contact the work order desk for the installation.

          7)  All overhead power transmission lines are to be considered "hot".  Booms, cranes,             antennas, towers, and communication lines will not be erected or installed in close                  proximity to such lines (Twice the height of the antenna or tower).

     h.  PERSONNEL ACCIDENT:        

          1)  Apply immediate first aid.

          2)  Evacuate to medical facilities when appropriate.

          3)  Notify the chain of command and the unit Safety Officer/NCO ASAP.

          4)  Complete DA Forms 285 and 285‑1.

     i.  Tool Room:
          1)  Tools will be cleaned and returned to the tool room daily.
          2)  Inventory tools and check for serviceability periodically. 
     j.  POL Storage:
          1)  Access to this area is limited to authorized personnel only.
          2)  No smoking within 50 feet of the buildings.
          3)  Any liquid spills will be wiped up immediately and reported, if required.
          4)  POL storage will be limited to full containers and storage of unit’s five gallon cans of            petroleum products. 
          5)  Follow environmental procedures for proper handling and storage of POL products.
          6)  Mark all Five-gallon cans with the correct product name.  Top section of cans will be           painted red for MOGAS only and marked on two sides with JP8 or MOGAS with black              paint (2” stencil).
          7)  POL storage areas will be properly marked.
     k.  Storage Room:
          1) Observe caution when removing items from upper shelves. Use available equipment           to handle or lift heavy items.
          2)  Ensure all stored materials are stacked in such manner to eliminate the possibility             of stacked items falling to the floor or on personnel.
     l.  Use and Maintenance of Tools:
          1)  Tool supports on grinding machines will not be more than 1/8” from the wheel.  No             grinding will be done on the side wheels.  Eye protection will be worn at all times when           using grinding equipment.  

          2)  Keep the edges of cutting tools sharp and covered when not in use.
          3)  Keep the surfaces of hammers, chisels, punches and drifts dressed properly.
     m.  Battery Service Area:
          1)  Make sure an emergency shower is available and is properly maintained.
          2)  Ensure that eyewash is installed and works properly in the shop battery room.
          3)  Ensure gloves, aprons and goggles are available.
          4)  Battery room must have an exhaust fan or ventilation.
     n.  Refueling:
          1)  No refueling will be conducted in the Maintenance shop.
          2)  Observe the following procedures while refueling. 
               (a)  Turn off engine.


               (b)  Have portable fire extinguisher readily accessible.
     o.  References:
           AR 385TM-10
           AR 385-40
           AR 385-55
           DA PAM 385-1    

ANNEX O (APPENDIX 1) (Motor Pool Security) for YOUR Company Ground  Maintenance SOP

SECURITY

     a.  During non‑duty hours, the motor pool/park gates will be secured IAW the Company Key and Lock SOP.

     b.  Personnel will not climb over fences or gates.

     c.  Privately owned vehicles (POV) will not be allowed in the motor pool unless approved by the Commander or Maintenance Officer. 

     d.  All vehicles will have a 5200 series lock securing the steering wheel, except when stored in maintenance bays.  Conexes will also be secured.

     e.  Tools:

          1)  Tool sets and kits with lockable boxes.  These items, when not in use, will be secured with a U.S. Government approved key operated padlock.

          2)  The individual who signed for the set or kit will retain the key. A duplicate key will be locked in a key box with controlled access.

     f.  Tool Room: 

          1) Tools will be controlled through locally devised receipt, sign-in/sign-out log, or                      exchangeable tag system.

          2) Access roster to tool room will be controlled at all times and only authorized                         personnel will be allowed access.

     g.  POL:

          1) Keys to POL storage areas, equipment, and buildings will be controlled with DA form           5513-R and an access roster will be posted.

          2) Packaged POL will be in structures under secure storage structures standards.

     h.  SSL repair parts:

          1) All Class IX repair parts will be secured in a locked, separate building or room.

          2) Access roster will be posted on the outside door and the inventory roster will be                  posted on the inside of the door.
     i.  Key Control:

          1) A primary or alternate key custodian will be appointed in writing.

          2) The custodian or the alternate are the only designated personnel to issue and                     receive keys.

          3) Keys will be signed out to authorize personnel, as needed, on a key control register.           DA form 5513 Key control register and an inventory will be kept in the box and locked             when not in use.

          4) Padlocks and keys not in use will be secured in a locked container that does not                  contain or store classified material. Access to the container will be controlled.

ANNEX P (APPENDIX 1) (RESPIRATORY PROTECTION PROGRAM) for YOUR Company Ground Maintenance SOP

RESPIRATORY PROTECTION PROGRAM (RPP)

1.  Purpose:  To outline the respiratory protection program for all Soldiers assigned or attached to 618th Dental Company.

2. PERFORMANCE:

     a.  A Respiratory NCO will be appointed in each unit and has overall responsibility for this program.

     b.  Unit Respiratory NCOs will ensure that all Soldiers are wearing respirators when required.  Soldiers will notify their supervisors if problems occur with their respirators.
     c.  Unit tool room facility will ensure an adequate number of filters and masks are on hand.

     d.  Mechanics will wear respirators at all times while working with asbestos (i.e. brake lining), or when they or their supervisor are not sure if asbestos is present. 

     e.  All other personnel will wear respirators when MSDSs state that respiratory protection is required.

ANNEX Q (APPENDIX1) (Hazardous Waste/Material Handling), for YOUR Company Ground Maintenance SOP

HAZARDOUS MATERIAL SAFETY
1.  PURPOSE:  The purpose of this section is to provide guidance for personnel working in the motor pool in the proper use of chemical hazards in their work environment.  Proper handling and storage of hazardous material must be enforced in all applications.  This will include solvent tanks, POL products, asbestos handling and batteries

2.  PERFORMANCE:  Each company will have on orders an Environmental Quality Control Officer/NCO (E-5 or above) to monitor storage and issue facilities.  This person is responsible for ensuring compliance with spill prevention procedures.  The name will be given as a POC to the unit’s DPW environmental office and the Installation Coordinator’s office.

     a.  Conduct inventories of all hazardous chemicals/materials in stock ensuring that their storage is appropriate. (e.g. adequate ventilation, away from water sources and stored with only compatible materials)

     b.  Ensure that a MSDS (Material Safety Data Sheet) is on hand for all chemicals on the inventory, and that MSDSs are on display where the chemicals are used or distributed, and a copy maintained on file.
     c.  Ensure that personnel properly use personal protective clothing and equipment (PPCE), and ensure the equipment is properly maintained and accounted for.

     d.  Enforce the adherence to safe work practices.

     e.  Review on a quarterly basis MSDSs and emergency action plans for chemicals in use.

     f.  Ensure all containers are properly marked and stored.

     g.  Personnel will not bury, drain, dump or in any way dispose of petroleum products or other hazardous materials in a manner that could result in the contamination of soil or water systems.  Any person discovering a discharge incident will notify their commander and local fire department if spill involves more than 5 gallons of POL or of substance that is judged to be a threat to property or public health.

     h.  Waste oil will be properly disposed of at the POL/Hazardous storage facility located in the rear of the motor pool and is the only authorized disposal point for petroleum waste products.

     i.  Empty petroleum containers and used filters will be placed in the proper containers provided by local contractors marked for such.
     j.  Parked vehicles will be parked on hard stands as much as possible and have sufficient drip pans to control leaks. Drip pans will be checked TWICE a week at a minimum, more often if weather requires. 

     k.  Vehicle operators are responsible for clean up of spills or drips in their vehicles area. All petroleum spills of any amount will be cleaned up immediately, contaminated soil removed and properly disposed of, and the incident reported to the Commander and Company Maintenance Officer ASAP.
IDENTIFICATION OF HAZARDOUS MATERIALS AND WASTE

     a.  Hazardous Material and Waste Management applies to all personnel who store, use, or dispose of any substances, which are potentially harmful to human health or to the environment. This includes:

          1) Acids

          2) Oil

          3) Antifreeze

          4) Various cleaning compounds

          5) Paints

          6) Break free (CLP)
STORING HAZARDOUS MATERIALS AND HAZARDOUS WASTE
     a.  Every hazardous material storage area will be inspected daily by the responsible individual. The following items will be checked during inspection:

          1) Containers will be neatly stacked with labels and markings facing out toward the                 aisle.  Pallets and racks will be used if available.

          2) All containers will be checked to make sure they are clearly labeled. Unmarked                   containers with unknown contents will be immediately separated from the other                       materials by as much distance as possible. The S-4, POL or DRMO office will be                    contacted for help in identifying the unknown material without delay.

          3) The expiration date of all items will be checked. Items close to expiration will be kept           in front of the others and issued first.

          4) Storage areas will have separate sections for flammable, corrosives/irritants, These            sections will be separated from one another by distance (at least 6 feet) or a barrier                (such as a wall). Each section will be clearly marked with a sign indicating the                         characteristics of the materials in that area.

     b.  Expired materials will be handled as follows:

          1) Single containers of expired materials will be turned into DRMO as a hazardous                  material if the container is unopened and in good condition.

          2) All containers will be closely inspected for rust, dents, leaks, bulges, and loose lids.  Loose lids will be tightened. If a leaking or damaged container is found, the material will be poured into the hazardous waste container for that specific material.

     c.  All hazardous materials will be inventoried weekly and the inventory sheet kept on file for quick reference. Inventory sheets will include, but are not limited to the following items:

          1) Unit

          2) Section

          3) Date of Inventory

          4) Chemical/Material(s) 

          5) Location (i.e. Bldg. #)

          6) Quantity (i.e. # qt. or gals) 

          7) Stock Number

          8) Frequency of Use (i.e. daily, weekly, monthly) 

USING HAZARDOUS MATERIALS

     a.  The Company HAZCOM/HAZWASTE representative will insure that all personnel who use hazardous materials in their area follow these procedures:

          1) Hazardous material will be handled indoors or on hardstand (concrete or asphalt                paved areas) only.

          2) Hazardous materials will be poured into and drained from containers, vehicles, and            equipment, with extreme care to avoid damaging the containers. If spills do occur,                  proper spill response procedures will be started immediately.

          3) Containers of hazardous materials will be loaded and unloaded from vehicles with              extreme care to avoid spilling or dripping. If spills occur, spill response procedures will            be started immediately.

          4) Vehicle and equipment operators will keep drip pans under leaking vehicles or                    equipment at all times.

          5) Vent holes will not be punched in containers to make the material flow faster unless            all of the material in the container will be used immediately.

SPILL RESPONSE

     a.  All personnel who cause or discover hazardous material or hazardous waste, which spilled or leaked on the ground, into a drain or sewer, or on the floor will immediately perform the spill response procedures

     b.  A large spill is one that cannot be cleaned up using unit resources, and requires the assistance of the base support company (BSB) spill response team. A spill covering 10 feet in any dimension and over 50 square feet in any area is considered a large spill. The following events will occur with large spills:

          1) Extinguish all smoking material before approaching the spill. 

          2) Identify the material.

          3) Do not touch or sniff the spilled material.

          4) Estimate how much material has already spilled.

          5) Notify your supervisor and call the BSB spill response team. Tell them what has                  spilled (if you know), the exact location, and how much has spilled.

          6) Stop the spill at the source, if it is safe to do so. This might require tightening valves,           righting overturned containers, etc. DO NOT ATTEMPT TO STOP A SPILL OF AN                  UNIDENTIFIED MATERIAL.

          7) Stay away from the spill, and keep others away until the spill response team arrives.

          8) Meet the spill response team when they arrive and follow their instructions.

     c.  A small spill is one that can be cleaned up using unit resources with assistance from the BSB spill response team. When 25 gallons or less is spilled the following actions will take place:

          1) Extinguish all smoking material before approaching the spill. 

          2) Identify the material.

          3) Do not touch or sniff spilled material. 

          4) Make an estimate of how much material has already spilled. If you can’t identify by             visual identification, follow the procedures for a large spill. Do not continue with the                 small spill procedures below.

          5) If spill can be handled, stop the spill at the source immediately.  This may require                tightening valves or righting overturned containers, etc.

          6) If the material spills on concrete or asphalt, soak it up with absorbent and put it in               the container located at the hazardous waste cage in the motor pool.

          7) If the material spills on dirt or gravel, dig up the soil or gravel three inches deeper                than the visible contamination.  Dispose of the contaminated soil or gravel at the                     hazardous waste cage located in the motor pool.

          8)  Under no circumstances will spilled material be washed or permitted to flow into the           drains, gutters, sewers, or streams.

HAZARDOUS WASTE COLLECTION
     a.  Hazardous waste will be collected and stored for contractor pick up at the company’s authorized area. Materials include:

          1) All oil based products; to include empty oil based containers, filters.

          2) Any dirty rags

          3) Used dry sweep

          4) Waste fuel

          5) Antifreeze

          6) Asbestos

          7) Brake fluid

     b.  All personnel who place waste in these containers will follow the procedures below:

          1) Hazardous waste will be placed only in the collection containers designated for                   them.

          2) Damaged or leaking containers will never be used to collect hazardous waste.

          3) Hazardous waste container will be tightly sealed and not leaking.  They will be                    placed by hand into bulk containers.

          4) Waste liquids (i.e. oil) will be carefully poured into hazardous waste container.

          5) Empty oil cans will be completely drained prior to being put in the hazardous waste             bin.

EMERGENCY TELEPHONE NUMBERS (KEEP NEAR PHONE)


LOCAL HAZ-MAT TEAM-_911 or 736-6444____.


FIRE-_911 or 738-0117____________________.


AMBULANCE-_911 or 737-6132/6139________.


MILITARY POLICE-_911 or 724-3004/3005____.

ANNEX R (APPENDIX 1) (Driver’s Licensing and Training Program) for YOUR Company Ground Maintenance SOP

DRIVER SELECTION, TRAINING, AND TESTING

1.  PURPOSE: This appendix establishes the procedures for selecting, training, and testing operators for vehicles and ground support equipment.  Establishing a company standard for the selection, training and testing of vehicle drivers assigned to the company. Training will be conducted IAW Army and EUSA standards. Individual’s DA Form 348 will be issued by installation facilities, or from operator’s previous assignments. The following applies to only to vehicle and sustainment training.

2. PERFORMANCE:
    a.  Follow the guidance  from YOUR HIGHER HQ Drivers Training SOP. 
ANNEX S (APPENDIX 1) (MAINTENANCE TRAINING PROGRAM) for YOUR Company Ground Maintenance SOP

1.  PURPOSE:  To establish an effective policy concerning the maintenance training of all personnel assigned to the unit.

2.  SCOPE:  Given the complexity of modern equipment, training, both military and civilian, is the most important aspect of today’s military and directly affects unit readiness.  This annex outlines responsibilities for all personnel assigned to the unit.  

3.  RESPONSIBILITIES:

     a.  Motor Officer/Motor Sergeant:

          1) Determine the goals and objectives required to ensure that Soldiers are trained to                accomplish their role in the unit’s Mission Essential Task List.

          2) Ensure input to the unit training schedule.

          3) Ensure pre-execution checks are completed.

          4) Analyze feedback from training conducted and incorporate lessons learned into                   future training.

          5) Ensure that they are in a conscious effort to acquire military educational                               opportunities for maintenance personnel.

          6) Determines and plans for the resources required to conduct viable training of                       maintenance personnel.

          7) When time is available and mission allows, Soldiers will participate in what we call              “Cross Level Training”.  (Cross Level Training is where A soldier from a non-                           maintenance MOS will participate in On The Job Training (OJT) for one week.  This                allows Soldiers the opportunity to expand their knowledge and their ability in the                      maintenance field pertaining to their equipment as well as other various type of                       maintenance equipment that is not related to their specify MOS).

     b.  Shop Foreman/Section Sergeant:

          1) Assign instructors to accomplish training objectives.

          2) Conduct pre-execution checks to ensure that instructors are prepared and have                  adequate training aids.

          3) Will “Train the Trainers”.

          4) Ensure maximum participation for all training events.

          5) Implement Sergeant’s Time Training book IAW FM 25TM-101.
     c.  Section Leaders:

          1) Be thoroughly knowledgeable on the strengths and weaknesses of each individual in           their section, and base future training events on the proficiency level of assigned                     mechanics.

          2) Perform “Hip Pocket Training” at every available opportunity.

          3) Ensure that Sergeant’s Time Training book is kept current.

4.  PROCEDURES:

     a.  Training will be conducted monthly, during the first Thursday of the month, in accordance with the unit’s training schedule.

     b.  Training will be focused on common maintenance related tasks, based on the assessment of training required for assigned personnel.

     c.  Newly assigned skill level 10 mechanics will be trained for ninety-days by working with a fully qualified mechanic of the same MOS.

     d.  Maximize the use of all available resources.

     e.  It is imperative that training be as realistic as possible.  Instructors will make maximum use of appropriate training aids.

     f.  Emphasis will also be placed on individual college courses, correspondence courses, and other self-development programs.

     g.  A list of tasks along with the task title will be kept in the STT book.  Instructors are highly encouraged to use any task available on the list. Recommended subjects include, but are not limited to: proper use of DA Form 5988-E and other SAMS-E  generated forms/records, correct use of TMDE, correct use of AOAP, PMCS, and equipment care.

     h.  The unit is required to maintain records indicating that training was accomplished. 

ANNEX T (APPENDIX 1) (Driver and Mechanic Awards) for YOUR Company Ground Maintenance SOP

DRIVER AND MECHANIC AWARDS
1.  PURPOSE:  An excellent means of motivation for Soldiers is to reward them for good work performance. Selection, procurement, and awarding of Driver and Mechanic badges are based on compliance with AR 600-8-22.

2.  PERFORMANCE:
Eligibility Requirements For Drivers

     a.  Equipment operators must possess a valid SF46/OF346 for the equipment he operates.

     b.  Equipment operators must have been assigned to the equipment for at least 12 consecutive months or during at least 8,000 miles without an accident or traffic violation recorded on his or her DA 348.

     c.  Equipment operators must perform all their assigned duties in a satisfactory fashion for at least 12 months.  Equipment operation instructors and qualified motor vehicle road test examiners are also eligible.

     d.  All of the above must be met for award qualification.  Driver Award Program will be maintained by the company Driver's Training NCO.

ELIGIBILITY REQUIREMENTS FOR MECHANICS
     a.  Individuals must be assigned primary duty as an automotive or engineer equipment mechanic at organizational level or higher.

    b.  Individuals must demonstrate competence by job performance and completion of a MOS awarding school or sufficient skill to justify the rating of Automotive or Engine Mechanic.

    c.  The mechanic award program will be managed by the Company Motor Sergeant.

    d.  Awards may be authorized by the commander in the grade of lieutenant colonel or higher IAW AR 600‑8‑22 (par.8-28).

ELIGIBILITY REQUIREMENTS FOR SAFETY AWARDS

     a.  United States Army motor vehicle driver safety award can be award to U.S. military personnel licensed to drive military vehicles who meet the below requirements, and have no “at fault” military or civilian on-duty accidents or moving traffic violations. 

          1) 12 months or 8,000 miles of Army administrative vehicle operation.

          2) 12 months or 3,000 miles of tactical vehicle operation.

          3) 12 months or 1,500 hours of material-handling equipment operation.

     b.  Request for award will be initiated by driver’s supervisor or unit representative.  Award forms are DA 1119 and 1119-1.  Approving authority for award is unit commander IAW AR 672-74 (par.3-5).
ANNEX U (APPENDIX 1) (UNIT LEVEL MAINTENANCE PROGRAM) for YOUR Company Ground Maintenance SOP

UNIT LEVEL MAINTENANCE PROGRAM

1.  PURPOSE:  To establish guidelines for the performance of the Unit Level Maintenance (ULM) training program.

2.  PERFORMANCE:  The ULM is a proactive effort to improve Leaders maintenance knowledge and equipment readiness.  

     a.  ULM training will be designed to allow flexibility within the companies using unit specific equipment.  The program will train, evaluate and certify leaders in performing PMCS on equipment in which they have supervisory responsibility.  Leaders are defined as Cpl- SFC, WO1-CW2 and 2LT - 1LT.  Company Commander and First Sergeant are required to be certified on their vehicle, weapon, NBC and communication equipment.  Personnel will be trained as required andPRIVATE 
 certified within 90 days of signing into unit.  Certification is valid for one year with refresher training and re-certification given before year is over.  Certification will be annotated on DA form 5984-E and DA Form 348-E.  Unit training room will track and maintain records on the performance of ULM.

     b.  Training will focus on operator level maintenance using appropriate TM-10 and LO to correctly perform PMCS and annotate 5988-E.  Proper detection, correction, recording, reporting and follow-up of faults will be emphasized.  Leaders and operators responsibilities for equipment dispatch and SSL procedures will also be covered.

     c.  Training as a minimum will include a two hour block of instruction in the below listed items if in the company inventory. Safety will be stressed in all classes.

        1) Wheeled vehicles to include single and multi-piece rims.
        2) Trailers and Generators
        3) Communications equipment

        4) Small arms weapons

        5) NBC equipment

        6) Maintenance and dispatch records

        7) Hazmat/ Hazcom
        8) Safety

     d.   A minimum of two hours of instruction will be given in each subject required for certification.  A minimum score of 70% is needed on the written portion of testing.  The test will be given for each of required areas noted above, and be no less than 30 questions.  In addition hands on test consisting of a complete PMCS, the completion of required maintenance records, and an understanding of 5988-E and DA Form 2404.  A 90% accuracy rate must be achieved in the hands on portion to pass.  Refresher training will be made available for individuals in need of re-certification.  Leaders who believe they can pass the test may "test out".  Leaders who fail certification testing will be retrained and re-tested until they are certified.
ANNEX V (APPENDIX 1) (BATTLE DAMAGE ASSESSMENT AND REPAIR) for YOUR Company Ground Maintenance SOP

BATTLE DAMAGE ASSESSMENT AND REPAIR (BDAR)

1.  PERFORMANCE:  Battlefield damage assessment and repair procedures are applicable at all levels from crew through intermediate general support maintenance depending on the extent of damage, the time available, the skills required and the parts, components, tools and materials available. Within these limits, each maintenance level will rapidly take whatever action is necessary and possible to restore the vehicle or generator to the combat ready condition required for continuation of the mission.

     a.  The operator /crew are responsible for the first BDAR assessment and limited repair. The crew of the damaged equipment will make the first assessment immediately after the damage has occurred. Crewmembers will provide the Commander with the initial damage assessment, which will include notice of system failure and all major systems visibly damaged, inoperative or impaired. If possible all systems will be checked at the same time by different crewmembers. If the failure is due to hostile fire, the report will include the location of impact and available crew.  Immediacy of the report is more important than how long it will take to achieve operability.

     b.  An initial out of action report to the Commander will include the following essentials:

          1) Equipment damaged (Out of action or impaired)

          2) Location of equipment.

          3) Mobility status

          4) Current and anticipated enemy action (if under hostile fire).

     c.  Include looking at the damaged parts, determining what system they belong to, and deciding how they can be fixed to permit immediate operation.

     d.  A safety check should be made for any obvious hazards.

          1) Have any combustibles such as fuel, hydraulic fluid, or oil accumulated?

          2) Does wiring appear to be safe?

          3) Could arcing occur to stored ammo or leaking combustibles?

     e.  The crew shall report to the Commander the results of the crew’s damage assessment, naming the major known causes of the equipment failure. If repair by crew is possible, he shall report a total estimate of repair time and what functions may be restored.

     f.  The Commander will respond with directives and if required will call a Maintenance Team (MT) to the location of the damaged equipment for assistance. If possible, sufficient information will be provided to enable the Maintenance Team to bring any needed repair parts or special tools.

     g.  The crew shall proceed to make any possible field expedient repairs to restore operability within their limited skills, materials, and tools available.

     h.  The organizational maintenance team (MT) and assessor operate out of the company or company trains. The MT assessor performs his/hers assessment and the maintenance team completes repairs if possible at the damage site. If the site is within direct fire or enemy observation, movement to a more secure site may be necessary. This would still be considered "on-site".

     i.  The MT assessment is more thorough than the crews using organizational maintenance support tools and equipment as needed. MT assessment includes:

          1) Reviewing the crews out of action report, if available.

          2) Interviewing Commander and crew if available.

          3) Visually inspecting damaged parts and systems.

          4) Making tests with organizational test equipment, if necessary.

          5) Performing a self-test.

          6) Performing additional operational tests, as necessary.

     j.  Utilizing the following steps the MT will:

          1) Determine what must be repaired.

          2) Determine sequence and priority of repair action.

          3) Estimate repair times for each repair task.

          4) Total the repair task times, and determines if the repairs can be performed in the                 time available.

          5) Determine the repair location and, if other than on-site, arrange for recovery of the              equipment to the repair site.

     k.  If all critical repairs can be made within the available time with the skills, materials, tools and equipment on hand, the MT assisted by the crew, will proceed with on-site repair.

     l.  If the damage exceeds the repair capability of the MT, and time is available for a Maintenance Support Team (MST) on-site fix, the MST shall be called.

     m.  If time for an MST on-site fix is not available, but the equipment is repairable the MT shall provide recovery of the equipment to a designated collection point.

     n.  If the equipment is not repairable, MT shall provide for one of the following:

          1) Recovery to a maintenance collection point for evacuation to the rear.

          2) On-site stripping (if approved by the Commander, and coordinated with direct                     support maintenance.

          3) Abandonment/destruction (if directed by the Commander).

     o.  If the equipment is contaminated, mark the equipment with contamination markers and arrange for recovery to a decon site.

FIELD MAINTENANCE

1. PURPOSE:  Maintenance will be integrated into tactical field training. Scheduled maintenance periods, although preferred, may be impractical.  It is the Commanders responsibility to ensure that adequate maintenance is performed.  The following are the minimal daily checks and services to be performed in the field environment:

     a.  Before operations checks prior to daily operations.

     b.  During operations checks during breaks and halts.

     c.  After operations checks when equipment is stopped in the evening.

     d.  Cleaning of small arms

     e.  If at any time faults are found notify the company motor sergeant for repair.

ANNEX W (APPENDIX 1) (WARRANTY/MWO) for YOUR Company Ground Maintenance SOP

ARMY WARRANTY PROGRAM

1.  PURPOSE:  To establish an agreement between the purchaser (US Government) and supplier whereby/materials and workmanship are guaranteed for a period of time and/or mileage/hours.

2.  PERFORMANCE:  An effective Army warranty program is essential in saving the US Government money and to insure equipment is safe.

     a.  The Company Maintenance Officer is responsible for insuring proper management of the Army Warranty Program utilizing the following guidelines:

          1) Establish a central point of contact for the user between the installation and the                  warrantor or other government agencies.

          2) Obtain maximum benefit from warranty agreements.

          3) Minimize delays in repair of items covered by the warranty program.

          4) Maintain a record of repairs, repair parts used, repair time and dealer performance             on repair/services of items during the warranty program.

          5) Is responsible to have on hand or on requisition technical bulletins covering warranty           on equipment used or supported and other warranty information as made available.

          6) Will establish procedures to identify and accomplish required actions on                              items/equipment received for repair, which are under warranty.

          7) Will initiate warranty claims IAW DA Pam 750-8 when components, parts, are                     identified as being defective and under warranty.

QUALITY DEFICIENCY REPORT (QDR) AND EQUIPMENT IMPROVEMENT RECOMMENDATIONS (EIR)

1.  PURPOSE: To establish guidelines for the use and submission of QDR and EIR sheets.

2.  OBJECTIVE: This appendix provides guidance for submitting Quality Deficiency Reports and suggesting ideas and recommendations for improving equipment using SF 368, Product Quality Deficiencies Report.

3.  PERFORMANCE:
     a.  The SF 368 is a multi‑use form used for reporting:

          1) Quality deficiencies in equipment, repair parts, assemblies and software. This includes              safety issues.
          2) Deficiencies due to design, manufacturing, overhaul, or maintenance.  
          3) Suggested ideas or recommendations for improvements to equipment.

     b.  All personnel who discover a defect or have an equipment improvement recommendation are responsible for reporting it on SF 368.  Do not delay or fail to send in the SF 368 even if the item has been repaired or replaced locally.  A record of the failure is important.  Send SF 368 originals to the applicable address listed in DA PAM 750-8 as soon as possible. Further guidance is outlined in DA PAM 750-8, (TAMMS, Chapter 3).

     c.  Do not use the SF 368 to report shipping errors such as overages, shortages, and wrong item received or expired shelf life. These problems are reported on SF 364 report of discrepancy (ROD), IAW AR 735-11-2.

ANNEX X (APPENDIX 1) (SHOP OPERATIONS) for YOUR Company Ground Maintenance SOP

MOTOR POOL OPERATIONS:
Motor Pool Shop Operations will be in compliance with FM 43-1, 19th TACCOM 750-1 and the unit SOP. The MOTOR SERGEANT is responsible for the conduct and operation of all motor pool areas.

1. Procedures:

 Company motor pool operations will adhere to the following standards:

     a.  All trash and rag barrels will be properly stenciled, and will be kept inside the maintenance bays. The trash barrel will be emptied at the close of each business day.

     b.  Motor Sergeant will ensure that hearing conservation signs are properly displayed in the working areas. Additionally they will enforce the wear of hearing protection devices when working in high noise areas.

     c.  A working status chart will be displayed by the unit and it will be used for monitoring all jobs assigned to mechanics and for personnel accountability purposes.

     d.  Fire extinguishers will be prominently displayed, and serviceable and “NO SMOKING” signs posted in work areas. Each station will be maintained, and inspected by the Company Fire Marshall monthly.

     e.  The maintenance section will be responsible to maintain a high state of police on their working areas and the bays. Bays will be cleaned, all POL will be returned to proper storage area, lights will be turned off, and all doors secured. All oil spots will be cleaned up with dry sweep, and all tools and parts secured.

     f.  Motor Sergeant will ensure that TM-20P TMs are being used by mechanics when performing maintenance.

     g.  Motor Sergeants/Shop Foreman will verify ALL TM-10/20 LEVEL DEADLINES and provide corrective action within 24 hours.  All 02/NMC vehicles will have corrective action the day it goes NMC.  
     h.  Motor Sergeants/Shop Foremen will close all corrected NMC faults within the SAMS-E  computer before the end of the day.  It is imperative that these faults be closed out by COB due to the AMSS reporting system.

     i.  Maintain current copies of all required signature cards (DA Form 1687), assumption of command orders, and appointment orders.

     j.  Conduct quarterly tool inventories IAW AR 710-2.

     k.  Perform all scheduled services within the proper variance.  (Annual service +/- 36 days, Semi-annual service +/- 18 days, and a Quarterly service +/- 9 days from the due date)

     l.  Normal working hours for maintenance personnel, while in garrison are as follows:

          1) Daily except Thursday: 0900 to 1130 and 1300 to 1630.
          2) Variations to this schedule, due to training or other mission requirements will be                  posted in the unit-training schedule
2.  PART BINS:  Strict accountability and control of repair parts placed in the bin is a must.  The following are the procedures for storing these parts within the shop bins:

     a.  All parts must be logged in a ledger consisting of document number, NSN, bumper number, part description, date received, date issued, signature of person issuing the part, and signature of person receiving the part.

     b.  Parts that can not be installed due to services and awaiting other parts, must be properly tagged with the following: document number, NSN, bumper number, and reason and description (i.e. awaiting 2 hex screws or Awaiting Services).

3.  SECURITY:
     a.  During non-duty hours all motor pool gates will be locked IAW key control procedures.

     b.  Personnel will not climb over fences or gates.

     c.  All vehicles parked outside, with the exception of fuel handling vehicles, will be locked with prescribed locking devices. Front and rear doors will be locked if required (for example, SSL Vans, Tool Vans, Ambulances, etc..).

     d.  Individual toolboxes will be locked and secured in the tool room or locked to tool racks inside of maintenance areas.

     e.  Close and/or secure all motor pool accesses before leaving the areas for any reason (i.e. Lunch, Classes, etc.).

4.  PAINTING AND MARKING: Painting and marking of unit equipment/material will be as follows unless otherwise specified by equipment TM's and/or other specific regulations.

     Cans used for trash, oily rags, floor sweep and clean rags.
     All trash cans found in the Motor Pool are to be marked with the following color scheme.



COLOR



STENCIL


Red




Dirty/Oily Rags



Yellow




Floor Sweep



Black




Clean Rags



Gray




Trash

     Paint the entire trash can to include the metal lids. 

     Two-inch stencils painted with white paint will be painted on two sides of each trashcan as      well as each lid to indicate their intended use.

5.  CONTROL OF VISITORS:
     a.  VIPs (0-4 and above, CSM, CW4 and above and all DA Civilians) will be escorted through the motor pool by the ranking person present. The Motor Officer or Motor Sergeant will be notified of the VIPs visit as soon as possible.

     b.  Other military personnel entering the area will be directed to the Motor Pool Office for assistance.

     c.  Soldiers assigned to 618th Dental Company may allow their dependents and/or guests into the motor pool area only if the following conditions are met:

          1)  Permission must be obtained from the Soldier's chain of command.

          2)  Family members or guests of personnel working in the motor pool will not loiter in              the area and will be accompanied by their sponsor at all times.

6.  EQUIPMENT OTHER THAN VEHICLES
     a.  NBC, COMMUNICATION, DFAC and SMALL ARMS equipment will be maintained            IAW the applicable TM's. Time for maintenance of these items will be scheduled on the          units training schedule.

     b.  Communications equipment will be mounted and secured in the appropriate vehicle at       all times.

7.  DEADLINE POLICY
     a.  Equipment will be considered deadline for reporting and operational purposes when:

          1) Any deficiency exists which renders the equipment "Non Mission Capable" 

          according to the equipment’s TM-10 manual or safety deadline IAW AR 385-55.

          2) Any deficiency which obviously represents a serious safety problem or makes the               equipment incapable of performing its mission, whether specified in the TM or not.

     b.  Equipment will be considered administratively dead lined and reported "NMC" when:

          1) Any deficiency exists, which may be acceptable for combat use, but compromises               safety or increases the risk of further damage to the equipment.

          2) A scheduled service or lubrication exceeds the 10% tolerance.

     c.  Motor Officer, Motor Sergeant, or a Technical Inspector from the motor pool will verify  deadline equipment.

     d.  Equipment will not be considered FMC or cleared from a deadline until it has been      checked for quality assurance by the motor pool.

WELDING OPERATIONS

1.  Purpose:  To establish welding policies and procedures to all personnel assigned or attached to the CMP.

2.  PERFORMANCE:

The unit will not perform any welding procedures.  All welding requirements will be job ordered to higher maintenance.
VEHICLE/EQUIPMENT MARKING

1.  Purpose:  To standardize the procedures for vehicle/equipment markings within the company.

2.  PERFORMANCE:  This appendix clarifies policy and provides guidance to all personnel involved with vehicle/equipment markings in the company.  It is the responsibility of the unit Commander to ensure that vehicle/equipment within their command are properly identifiable.

     a.  Special Markings:

          1) Vehicles used for the quantity transportation of gasoline, fuel oil, or other flammable           liquids will be marked on both sides and rear with the word “FLAMMABLE” in 6 inch              letters, and the words “NO SMOKING WITHIN 50 FEET” in 3 inch letters and                         numerals. The markings will be placed in two lines, with the word “Flammable” on the             top line.

          2) Vehicles carrying explosives or other dangerous materials will be marked as                       follows:

               a) When used for transportation of such dangerous materials over public highways,                vehicles will be marked or equipped with appropriate placards in accordance with                    AR 55-355.

               b) When used for transportation of such dangerous material to training areas,                        vehicles will be marked or equipped with placards on both sides and ends, The word                “EXPLOSIVES” will be marked in white letters not less than 3 inches high on a red                background in accordance with AR 385-63.

               c) Reflector markers shall be used when available.
               d) Small arms ammunition in less than case lots are not to be considered as                           explosives.

     b.  Technical Markings:
          1) Tire Pressure:  The prescribed vehicle tire pressure will be marked on the fenders             above each wheel or if fenders are not used, to the body or frame immediately above             each wheel. On tandem axle vehicles the markings will be centered between the 

          two wheel sets.

               a) The markings will consist of the numerals representing the proper pressure,                        preceded by the letters “TP”.

               b) Letters and numerals will be 1 inch high and in the same color as the                                   administrative markings.

          2) Engine Hood Safety Hook:  All tactical use wheeled vehicles which are equipped              with engine hood safety hook will be marked “WARNING: SECURE HOOD IN                        RAISED POSITION WITH SAFETY HOOK BEFORE SERVICING ENGINE”.

               a) The markings will be applied at the rear area on the underside of the hood panel.

               b) Letters of the markings will be 1 inch high, and black.

          3) Fuel Tanks:  Measure 2 inches down from the top of the tank and mark a 1/4 X 8                inch line, with the following note in 1 inch black letters: “CAUTION: DO NOT FILL                  ABOVE THIS LINE”.

          4) Air Cleaners:  Air cleaner reservoirs in 1 inch black letters:  “Check Air Filter                    Weekly”.

          5) Battery Boxes: on battery boxes in 1 inch black letters “Check Batteries Daily”.

          6) FMTV Series Air Tank Drains: In 1 inch black letters “Close all drain cocks after            draining” 
          7) Unit Identification:  Will be located on the left side as you face the vehicle. The                 standard unit identification marking is “65MEDBDE-618th”. The size and location of this                     marking is dependent upon the vehicle/equipment type (see paragraph 16).

          8) Vehicle Identification:  Will start with the company numerical designation                          followed by a dash and then by 1-to 3-digit number (i.e. 568-110). 

          9) Trailer Markings:  Will start with the unit numerical designation followed by a                     dash and then be the 1 to 3 digit identifier of the trailers prime mover and that 3 digit               identifier will be followed by a “T" (i.e. 568-05T). The size and location of this marking            is dependent upon the vehicle/equipment type.

          10) Generator Markings: All generators will be marked on the top of the control panel           in the same manner as the trailers using “G” emplace of the “T” designation. The size           and location of this marking is dependent upon the vehicle/equipment type.

          11) Windshield:  Sections will mark the windshield of each vehicle with the rank and              last name of the operator and supervisor.  When marked, rank and name will be                     separated by two-inch gap and will consist of two-inch high letters made of adhesive-              backed material that is lusterless black in color and placed on the outside of the                      windshield and in no way will impair the operator’s vision.  Adhesive-backed material              will be only used on windshields. If decals are not available, the rank and name may be           stenciled on the inside of the windshield across the top (such is the case for the FMTV)           or the bottom of the glass and both sets of markings will be along the same line. The              beginning of the supervisor’s rank and the last letter of the operator’s name will be the            same distance form the outside edge of the windshield. The unit commander will                    ensure that like equipment is uniformly marked.

          12) Vehicle Numbering:  Sections will identify consecutive equipment within their                  sections following the sequence assigned above (i.e. 40,41,42,etc). the company                    Maintenance Section will assist in number assignments so all equipment records                    reflect correct information on all maintenance forms.

     c.  Equipment Marking and Location:
          1) The following is the different size letters to be used for unit and equipment                          identification for each type of equipment.

          2) All markings will be placed in a sand colored box, not to exceed 1 inch in all                        directions of the markings edge.

               a) Truck Cargo (M998):

               Front:  Using 2-inch stencils, place markings centered on each fender below the                     parking light assembly.

               Rear:  Using 2-inch stencils, place the markings centered on the inner panel of the                  rear tailgate, 2 inches from each edge of the panel.

               b)  FMTV (M1083A1, M1078):

               Front:  Using 4 inch stencils, place markings 3 inches from outer edge and centered                on the bumper.

               Rear:  Using 4 inch stencils, place markings center on the right and left bumpers.

               c)  WRECKER (M1089A1):

               Front:  Using 4 inch stencils, place markings 3 inches from outer edge and centered                on the bumper.

               Rear:  Using 4 inch stencils, place markings center on the right and left bumpers.

               d) Trailer 3/4T (M101A1/2):

               Front:  NA

               Rear: Using 3-inch stencils, place marking 1 inch from the outer edges and                             centered on the frame under the cargo bed.

               e) Trailer: AN/MJQ-37 (POWERPLANT):

               Front:  NA

               Rear:  Using 3 inch stencils, place the “18th MEDBDE” marking 1 inch from the                       outer edges of the rear frame on left side  On right side marking will be 568TM-10T.
               f) Generator Sets (non-trailer mounted):

               Using 2-inch stencils, place markings on control panel facing the operator.

               G) CONNEXES:  Using a placard with brown back ground and white lettering,                         identifying the unit and section of each piece of equipment, not to obstruct other                      shipping labels.
ANNEX Y (Appendix 1) (TMDE) for YOUR Company Ground Maintenance SOP

Test Measurements & Diagnostic Equipment (TMDE)

1.  PURPOSE:  To outline the procedures for preparation, turn-in, & calibration of TMDE Equipment.

2.  SCOPE:  This SOP applies to TMDE Hand Receipt Holder.

3.  RESPONSIBILITIES:

The Commander is responsible for:

     a. Appointing the Company TMDE Coordinator.
     b.  Complying with & promoting the policies & procedures relating to TMDE Program as specified in TB 750-25.

     c.  Directing & managing the TMDE program within their command.

     d.  Identifying TMDE support requirements, reviewing TMDE readiness, & maintaining TMDE in compliance with prescribed readiness standards.

     e.  Establishing priorities for TMDE support requests.

     f.  Ensuring TMDE PMCS & unit level maintenance requirements are accomplished.

     g.  Designating suitable & sufficient personnel to serve as Company & Section TMDE Coordinators.

     h. Training TMDE Coordinator.
The Company TMDE coordinator is responsible for:

     a.  Developing a TMDE SOP for the Company to use.

     b. Picking up the monthly reports from the ATST Camp Conier TMDE Lab.

     c.  Assisting the Commander with problems that arise on their instrument master records file printout (IMRF).

     d. Providing guidance & ensuring that the company & Section TMDE Coordinators comply with TM 750-25, EUSA, and the ATST Camp Conier TMDE Lab policies & procedures.

     e.  Attending the TMDE Coordinator class offered by the EUSA TMDE Team.

     f. Serving as the central point of contact for TMDE matters within the Company & as a liaison between ATST Camp Conier TMDE Lab & the Section Monitors.

     g.  Executing & monitoring section TMDE program.

          1) Review the Unit Property Book and Major hand Receipt with TM 43-TMDE, to                determine the unit’s TMDE requirement.

          2) Identify critical TMDE items, producing a Memorandum for Record signed by the            unit commander

          3) Perform Semi-annual physical inventory of all unit TMDE.

          4) Update Unit Master Record File and return to the supporting Calibration Lab.

     h.  Reporting TMDE readiness & advising the chain of command of factors adversely affecting TMDE readiness.

     i.  Ensuring unit maintenance & PMCS are scheduled & performed on TMDE.

     j.  Scheduling TMDE support services, arranging for availability & transportation of TMDE, & maintaining accountability & status of in-shop TMDE.

     k. Maintaining an effective contact & working relationships between the command, sections, & The ATST Camp Conier TMDE Lab.

     l.  Maintaining proficiency to perform duties as the Company TMDE Coordinator.

     m. Scheduling turn in appointment with the ATST Camp Conier TMDE Lab.

     Section Coordinators are responsible for:

     a.  Identifying TMDE & reporting support requirements to their Company TMDE Coordinator.

     b.  Scheduling TMDE support through their Company TMDE Coordinator.

     c.  Ensuring TMDE is serviceable, calibrated, properly maintained & stored, & correctly used.

4.  PROCEDURES:

Commander are required to:

a. Appoint Company & Section TMDE Coordinators.
b. Ensure that all coordinators are properly trained by TMDE Team. 

c. Review & sign the company master listing quarterly.  Ensuring the reports accuracy & that all calibrations have been turned in to the ATST Camp Conier TMDE Lab.

d. Report problems with the company’s printout to the Company Coordinator.

e. Ensure that no item is being carried in CBU status.

f. Identify TMDE support requirements & report them to the ATST Camp Conier TMDE Lab.

g. Develop a policy, which ensures that only trained users are allowed to use TMDE equipment.

     Company TMDE Coordinators will:

     a.  Attend the TMDE Coordinators class offered by the TMDE. 
     b.  Monitor Unit & Section TMDE requirements & TMDE readiness.

     c.  Ensure that all items on the property book requiring calibration are on the Instrument Master Record File (IMRF).

     d.  Obtain the TMDE projected list & TMDE delinquency reports to help manage all TMDE equipment.

     e.  Reconcile the TMDE Instrument Master Record File (IMRF), monthly; ensuring that all codes, serial numbers & other information is accurate.

     f.  Reviewing the master file by the 15th of the month.  Ensure that all items that require calibration, for the following month, are turned in by the end of the current month.

     g.  Advise the chain of command of TMDE readiness status.

     h. Arrange for transportation for TMDE equipment to The ATST Camp Conier TMDE Lab for all sections within the Company.

     i.  Assist in training TMDE users on the policies & practices of the Army TMDE Program.

     j.  Ensure that all users of TMDE are trained for its proper use.

     k. Furnish requests for additions or changes in TMDE support requirements to the ATST Camp Conier TMDE Lab.
     l.  Advise the commander, on the last working day of the month, of those items which have not been turned in for calibration which will be due the following month.

     m.  Coordinate with the Section TMDE Coordinators for turn-in of their section equipment.

     n.  Ensure only trained personnel are using TMDE equipment.

Section TMDE Coordinator will:

     a.  Screen property books, hand receipts, supply catalogs & materiel on hand to identify TMDE requirements.

     b.  Report TMDE requirements to the Company TMDE Coordinator.

     c. Turn in all equipment that appears on the instrument master record file (IMRF) to ATST Camp Conier TMDE Lab.
     d.  Only issue TMDE equipment to properly trained personnel.

     e.  Provide assistance to the Company TMDE Coordinator.

     f.  Calibration should take no more than three working days.  Section Coordinators need to take an active roll & start calling the ATST Camp Conier TMDE Lab about turned in equipment once the 4th working day has occurred.

     g.  Maintain TMDE in serviceable, calibrated & combat-ready status.

     h.  Responsible for filling out DA Form 7372, which is used to submit TMDE for calibration & repair.
     i.  Maintain a file for the DA Form 7372, which act as a receipt for all turned in equipment.

     Deployments:

     a. Equipment due calibration when units are deployed, will be turned in the month           prior, with a memo from the commander.

     b.  Units deploying without TMDE items will make arrangement with the Company TMDE coordinator so that the equipment can be calibrated while the unit is deployed.

5.  Storage, Turn-in, & Management of Radioactive Components:
     a.  TMDE containing radioactive components (i.e., CAMS, M8A1 Chemical Agent detector, etc.) must receive special handling.  The risk of any danger is minimal, however, since these devices do contain radioactive products, they should be periodically monitored for leakage of ionizing radiation.  CAUTION:  THESE INSTRUMENTS WILL ONLY BE TRANSPORTED IN GOVERNMENT OWNED VEHICLES.

     b.  TMDE containing radioactive components should not be stored in bulk quantities or in confined spaces on order to minimize the risk of accumulation of ionizing radiation.  Such devices should be segregated from each other by space or shielding.  The amount of ionizing radiation emitted must be as low as reasonably achievable (ALARA).

     c.  RADIAC devices used for active monitoring applications must be marked “ACTIVE” & calibrated IAW the proper interval assigned to active monitoring devices.  Refer to TB 9-6665-285-15 & TB 750-25.

ANNEX Z (Appendix 1) (NBC MAINTENANCE) for YOUR Company Ground Maintenance SOP
1.  PURPOSE:  This annex describes procedures for the maintenance of individual and crew NBC equipment.

2.  SCOPE:  This Appendix applies to all units supported by the CMP.

3.  GENERAL:
     a.  Preventive Maintenance Checks and Services (PMCS) will be performed to discover and correct defects before serious damage, failure or injury to operators occur.

     b.  Repair of NBC equipment deficiencies is the most important aspect of maintenance.  The user's must properly handle and clean of NBC equipment during maintenance to ensure there are not operator-induced deficiencies.

     c.  All NBC equipment will be loaded in the SAMS-E . ALL services (organizational and direct support) will be scheduled and placed on the Unit Training Schedule.  

4.  RESPONSIBILITIES:   

     a. The Commander will establish a Company NBC equipment maintenance plan that ensures compliance with this Annex, routine inspections of each NBC equipment and routine periodic cleaning.

     b.  NBC Officer:

          1) Ensure that all NBC equipment is loaded in the SAMS-E  computer.

          2) All services are scheduled and noted on the unit’s training schedule.  Required                    services scheduled will be IAW Technical Manuals.

          3) Conduct Quarterly NBC room inspection to ensure that all standards are met

          4) Report all NMC NBC equipment to the Commander.

     c.  NBC NCO:

          1) Perform all organizational services and repairs, as required IAW Technical Manuals.           Maintains all 5988-Es on NBC equipment and reports completed services to TAMMS              clerk for proper input into the SAMS-E  computer

          2) Ensure that all NBC equipment is clean and serviceable upon returning to the NBC             room.

          3) Submit all required work orders for repair and/or services expeditiously to 520th                  Maintenance Company using the automated SAMS-E  procedures.

          4) Maintain required cleaning supplies at all times.

          5) Ensure all NBC equipment is signed out and in from the NBC room.

          6) Ensure all NBC equipment is verified by direct support.  NBC equipment that has not           been serviced are considered to be non-mission capable.

     d.  Operators:

          1) Perform preventive maintenance checks and services each day the NBC equipment           is operated IAW the TM-10.

          2) Assist the NBC NCO in performing any organizational services or repairs as                        required.

5.  PROCEDURES:
     a.  Acceptance standards for all equipment returned to the NBC room:

          1) All equipment will be inspected by the Section Chief to ensure that operator                        maintenance and cleaning has been performed to standards IAW the operator's                     manual.

          2) All equipment will be checked by the NBC NCO for the NBC equipment                               completeness and serviceability, ensuring that no parts are missing.

          3) Missing or damaged parts and other deficiencies will be reported to the NBC NCO              using SAMS-E  Maintenance Worksheet (DA Form 5988-E) or the Equipment                           Maintenance Inspection Worksheet.

          4) Optical Insert Program must be established and program personnel tracked.

     b.  Organizational Maintenance:  

          1) The NBC NCO is responsible for repairing equipment at organizational level.

          2) All repairs will be performed IAW organizational manuals and maintenance                         allocation charts.

          3) Repairs required beyond the organizational level will result in the evacuation of the             NBC equipment to direct support maintenance using a Maintenance Request                          generated by the SAMS-E  Computer IAW the corresponding admin number.

          4) The SAMS-E  Equipment Maintenance and Inspection Worksheet will be used to                  record all deficiencies and repair parts found during any PMCS.  SAMS-E                                Maintenance Worksheet will be updated weekly to reflect the following:

               a) All deficiencies and shortcomings that have been corrected.

               b) Status of equipment that has been job ordered to 595th Maintenace Battalion.

               c) Ensure that all required repair parts are on valid requisition.

          5) Additional sub-components issued for a specific piece of equipment will not be                    changed interchanged.  The NBC NCO will tag the specific equipment with the NBC               equipment number to which it belongs.

          6) NBC equipment will NOT be batch cleaned.  If part are mixed and placed in the                  wrong NBC equipment, an error problem could exist causing injury to the Soldier or                damage to the NBC equipment.

6.  PUBLICATIONS:

     a.  The NBC NCO will maintain a technical library for all NBC equipment assigned to the unit.

     b.  The NBC NCO will submit lists of required pubs to the Publications Clerk and will maintain a copy on File.

     c.  The NBC NCO will post changes to all pubs IAW DA Pam 310-13.

     d.  One TM-10 TM will be kept on hand for each NBC equipment.

7.  SUPPLIES:

     a.  The NBC NCO will submit a list of cleaning and lubricating materials needed for maintenance to the Supply Sergeant.

     b.  A sufficient quantity will always be maintained to sustain operations for about 15 days.

8.  CLASS IX NBC REPAIR PARTS AND SSL:

     a.  Class IX repair parts will be ordered through the unit TAMMS clerk by equipment number issued by SAMS-E .

     b.  All common hardware parts will be kept in storage in the unit NBC room stored under lock and key.

     c.  No excess repair parts will be maintained in NBC rooms.

     d.  All parts waiting installation will be tagged with the NBC equipment admin number.

9.  DIRECT SUPPORT MAINTENANCE:

     a. To job order NBC equipment to direct support maintenance facility, a maintenance request will be prepared using the automated work order procedures in SAMS-E .

     b.  The NBC equipment will be inspected first by the NBC NCO.

     c.  An SAMS-E Equipment Maintenance and Inspection Worksheet will be prepared and attached to the maintenance request.

     d.  All operator and organizational deficiencies must be corrected prior to job ordering.

10.  WHILE PERFORMING MAINTENANCE, OPERATORS AND NBC NCO’s WILL LOOK FOR THESE COMMON DEFICIENCIES:

     a.  Protective Mask:

          1)  Dirty.
          2)  Head harness mounted incorrectly and/or loss of elasticiy in harness straps

          3)  Nose cup disks torn or mounted backwards..
          4)  Airflow deflector is not properly mounted in face piece or missing.

          5)  Outlet valve cover torn.

     b.  VDR 2 Radiac Meter not calibrated and battery contacts corroded.

     c.  M8A1 Chemical Alarm:

          1)  Failed operational check.

          2)  Missing components.

          3)  Components are separated once verified/tested as a set by support maintenance.             (NOTE:  Cells may be replaced at support maintenance-insure cell numbers match                 hand receipt)

     d.  M-22 Alarm.

          1) Speaker nuts loose.

          2)  Binding post covers torn.

          3)  Selector knob cracked.
          4)   Light won’t flash.

     e.  M-88 Detector.

          1)  Volume knob cracked.

          2)  Failed operation check.

f. Chemical Agent Alarm.  Will not complete self-test & missing components from carrier.
     g. UDR-13 Radiac Meter not calibrated and battery contacts corroded
SMALL ARMS AND NVG MAINTENANCE

1. GENERAL.  To provide guidance and procedures for maintenance of the area of small

arms and night vision devices.

     a.  Small arms and night vision maintenance is an integral part of the overall combat

effectiveness of the unit.  It is the duty of all Soldiers to ensure that all weapons remain in a high state of readiness.  All members of the chain of command will be involved in small arms and night vision maintenance.

2.  RESPONSIBILITIES:

     a. Commander.

          1) Implements the Company small arms/night vision maintenance program and

          monitors its effectiveness.

          2) Allocates sufficient time for small arms/night vision maintenance and ensures

          timely evacuation of equipment to Direct Support Maintenance.

          3) Small arms/Night Vision security IAW 190-11.

          4) Ensures all equipment is tracked by the SAMS-E  computer.

     b. First Sergeant.

          1) Spot check arms room and weapons.

          2) Ensures operators are performing PMCS of weapons and NVG equipment.

     c. Unit Armor.

          1) Performs organizational maintenance of weapons and NVG’s.  Turn weapons and

          NVG’s into direct support maintenance.

          2) Prepares and upkeep’s all required maintenance forms.

          3) Submits request for parts, security, and all other duties as prescribed by AR 190-11

          and as directed by the unit commander.

          4) Ensures all equipment is loaded into the SAMS-E  computer.
          5) Ensures that all services are logged in SAMS-E  computer and updated monthly.

          6) Maintain all 5988-Es.

     d. Section Chiefs.

          1) Ensures the cleanliness and upkeep of the sections weapons and NVG’s are kept

to standard.

          2) Reports all deficiencies he/she cannot correct to the unit armor.

     e. Individual Soldier.

          1) Cleans weapons and NVG’s thoroughly before turning in.

          2) Notifies supervisor of any faults, supervisor will then notify unit armor for repairs or

          evacuation to Direct Support maintenance.

3.  PROCEDURES:

     a.  Every individual assigned a weapon will ensure that it is clean and serviceable at all times.  It is not the responsibility of the unit armor to notify an individual when his weapon       is dirty.  This responsibility belongs to the individual’s section chief.  Care for unassigned        weapons is the responsibility of the unit armor.

     b. The unit armor will ensure the performance of preventative maintenance checks IAW   applicable TM, using the DA Form 2404 (DA Pam 750-8).  He/she will request required repair parts, IAW local SSL procedures.

     c. The unit armor will turn-in weapons requiring maintenance above the organizational level to Direct Support maintenance using the SAMS-E  DA Form 5990-E and that all work       orders are opened by SAMS-E  issued bumper number.

     d. Unit armor will ensure that all equipment is turned in as soon as possible to Direct         Support maintenance.

     e.  It is the unit armor’s responsibility to check with support maintenance every day if he/she currently has something turned in to them.  All items will be picked up from support maintenance the very day they become ready. 

     f. It is the unit armors to check and verify service schedule produced from the SAMS-E       computer. The armors will ensure services are completed, SAMS-E computer is updated and new service schedule is created for his records. All service packets for the armors equipment will be maintained by the armor.
     g.  The armor will ensure the dead line report is accurate and report any changes needed.

     h.  The TAMMS clerk will produce 5988-Es for weapons and NVGs quarterly that the armor will maintain. Only 5988-Es with corrections will be reproduced.

SAMS-E  OPERATIONS

1.  REFERENCES:

     a.  SAMS-E  End User's Manual (EUM).

     b.  Unit Supply Update.

     c.  Unit Maintenance Update.

     d.  AR 380-19.

2.  PURPOSE:  To prescribe policies and procedures to assist unit personnel in operating SAMS-E .

3.  SCOPE:  This appendix applies to all personnel assigned to 618th Dental Company.
4.  RESPONSIBILITIES:

     a.  Commander:

          1) Responsible for the overall accuracy of the SAMS-E  system data.

          2) Appoint an individual to perform additional duties as the SAMS-E System                    Administrator (see AR 380-19).

          3) Assign passwords and user identification for the SAMS-E  system.  Assign system                access for individuals and groups.  The commander may delegate this authority , in                writing, to the system administrator only.  Two (2) copies of all information will be                    maintained in sealed envelopes marked with the unit identification, DODAAC, date                 and phone numbers.  One copy is placed in the Commander's safe and the other at               the next higher level.  Both copies must be continuously updated.

          4) Approve all high priority and high dollar requests, sign and initial the Commander's             Exception Report daily prior to any supply transactions taken by the unit.

     b.  SAMS-E round System Administrator:
          1) Responsible for the overall operation of the system.

          2) Designate, in writing, personnel authorized to operate the system.  Ensure that only            authorized and trained users have access to the system.

          3) Administer the SAMS-E round Security Program as established by the unit.  Change           passwords, establish security groups and assign access privileges as required by the             Commander.

          4) Ensure that there are no security violations in the daily administration of the system.

          5) Ensure that the unit parameter data in the security and DODAAC files are current               and correct.

          6) Ensure that operators maintain proper control of all diskettes.

               a) Diskettes will be placed in protective storage box when not in use.

               b) Disks will be labeled correctly.

               c) Disks will be stored properly (i.e., in the provided plastic storage units and away                  from magnetic sources, such as radios, telephones or radar devices).

          7) Monitor the daily preventive maintenance of SAMS-E  hardware.

          8) Ensure that SAMS-E  is operating properly and submit problem reports to the                      Combat Service Support Automation Management Office (CSSAMO) as needed for               repair.

          9) Ensure that the SAMS Transaction and SARSS Current Transactions are blasted to           the 595th Maintenance Battalion daily.

          10) Manage unit Class IX budget for the Commander.

     c. SAMS-E  Operators.

          1) Operate and maintain the SAMS-E system.  All files will be updated and current at              all times.

          2) Safeguard passwords as assigned by System Manager.

          3) Transmit requisitions only after the Commander’s Exception Report is approved.

          4) Perform a rebuild of the SAMS-E  database on a daily basis.

          5) Perform backups of the data files at COB everyday and ensure the following actions           occur:

               a) Maintain nine (9) 1.44-megabyte (mb) diskettes labeled AMSS, Monday through                 Sunday and back up the data base daily.
               b) Maintain one diskette labeled “SYSTEM BACKUP “which will be used after                         each conversion or upgrade.  This method will allow the user to rebuild the SAMS-E                after a catastrophic system failure.
          6) Transmit SAM’s transactions to YOUR SUPPORTING Maintenance Battalion by 1300 hours daily.

          7) Perform PMCS in accordance with this SAMS-E EUM, ANNEX H.

          8) Report SAMS-E problems to the unit system administrator.

          9) Load software change packages, status and catalog updates as soon as possible               after receipt.

          10) Ensure diskettes are stored properly in plastic storage units away from magnetic               sources such as radios, telephones or generators.  Diskettes will be placed in the                   proper storage box when not in use.

          11) SAMS-E  Clerks will follow the PMCS procedures while conducting daily business.              This checklist will provide the clerk with a way to ensure they are on target with their               required daily, weekly, monthly, and quarterly actions.

5.  DATA FLOW:
     a. General:  This section assigns responsibilities for the preparation and flow of data in support of SAMS-E .

     b.  Class IX Transactions:  NOTE:  No Class IX Transactions will be run until the Commander’s Exception Report has been signed by the Commander daily).   It is the responsibility of the SAMS-E round operator to running the Point-To-Point (PTP) or prepares a Class IX transaction diskette for the supporting DSU Class IX site each duty day.

          1) Point-To-Point (PTP):  This process gives the unit same day processing of the unit's class IX repair parts and provides them with an immediate status of their requests.  Units will maintain a copy of all PTP printouts (signed by the commander) on file for two (2) years.

          2) Automated Status Diskette (If Blasting is Not Operational):  This process is run daily from 595th Maintenance Battalion, Class IX after dropping current transactions.   The DSU writes the daily status on the unit’s diskette.  Diskettes will then be loaded into the SAMS-E and the status will be processed to the document control register and related records:
               a) Process Status Listing:  Notes that the document is processed or gives an error                  explanation.

               b) Exception Status Report:  Lists status transactions that the document was                           canceled, had a change of data or given no record.   Battalion Maintenance Officers                and Motor Sergeants will review this report daily and take proper action.

     c.  SAMS Automated Transactions (SAMS-E  Generated):  This transaction will be blasted to the 595th Maintenance Company Shop Office each duty day.  For each direct support level maintenance request, the unit will blast SAMS transactions before the maintenance request arrives at the DSU. 

     d.  SAMS Transaction Status (DSU Generated):  Received daily from the 595th Maintenance Company Shop Office.  It contains an updated status of every job order submitted to DSU.  This transaction will be processed into SAMS-E round on the same day of receipt.  This process will update work order status in the maintenance request register of the SAMS-E  System.

     e.  SAMS MMDF File:  A new Master Material Data File (MMDF) is received from the SAMS-2, Division Material Management Center (DMMC) every six months or as required.  The MMDF file contains information about all DA reportable or command significant equipment.  The SAMS-E  operator loads the MMDF file using procedures outlined in the SAMS-E  End User Manual (EUM).

6.  SAMS-E  CARE AND MAINTENANCE:  Refer to SAMS-E  EUM, ANNEX H.


7.  SAMS-E  Clerks will utilize the SOP checklist to ensure operations are performed on time.

8.  The following is an outline of maintenance processes within SAMS-E .

     a.  DAILY TASKS

          1)  Automated follow-up.
          2)  Update 5988-E as required.

          3)  Update services as required.

          4)  Dispatch as required.

          5)  Order parts as required.

          6)  Blast SARSS and SAM
          7)  Log Blasts on the transmittal form.

          8)  Pick up parts and turn-in parts or reports as required.

          9)  Receive parts in SAMS-E  box at return of picking up the parts.

          10)  Run Rebuild Database as needed 
          11)  Run NMC/DCR Reconciliation report.

          12)  Run NMC report.

          13)  Print Commanders Exception report.

          14)  Print SSL Daily Management report.

          15)  File all reports in correct location.

          16)  Fax NMC to BN BMO.

          17)  Back-up database.

          18)  Clean area and empty trash.

     b. WEEKLY TASKS

          1)  Print 5988-E on last day of the workweek for the following Command Mainenance.

          2)  Print Parts Received Not Installed report for verification of status of all received                  parts.

     c. MONTHLY TASKS

          1)  AMSS Report.

          2)  Print Fuel Usage report and fax to S-4.
          3)  SSL Inventory.

          4)  Print Open DCR
          5)  SARSS RECON – print reports and match with SARSS RECON.

          6)  Print OPEN/CLOSED DCR, PURGED INACTIVE DCR
     d. 1ST DAY OF MONTH

          1)  Run Dispatch Control Log report.

          2)  Print 5988-E for admin number SAMS-E .

          3)  Print Alert dispatches for the month and have signed by the appropriate                              individuals.

9.  SAMS-E  CERTIFICATION:
     a. Within 30 days of arrival to the unit, the Unit Commander, Motor Sergeant, and SSL clerk will have taken or be scheduled for an SAMS-E  certification class.  The Commander will enroll in the Commander’s course, while the Motor Sergeant enrolls in the supervisor’s course, and the clerk will enroll in the operator’s course.  Upon completetion of the course with a passing mark, the Commander, Motor Sergeant, and SSL clerk will turn in a copy of their certificate to the Battalion BMO. 

REFERENCES

1.  GENERAL:  Commander/Company Maintenance Officer will ensure that the following publications are on-hand and are current IAW DA Pam 25-30, or are on valid requisition.

2.  ORDERING PUBLICATIONS:  The Company Maintenance Sergeant will order publications through the Company Publications Clerk IAW company SOP.











25 January 2009
MEMORANDUM FOR RECORD


SUBJECT:  Hours of Operation for the SSL Office.

1.  Ensure that this memorandum is distributed to the lowest level and posted in your work areas.

The following hours are for the Company maintenance SSL/TAMMS:

SPECIFIC HOURS FOR SAMS-E  TRANSACTIONS

0900- 1115                 5988E/dispatching/ Job orders/prepare for part run

1115- 1130                 Rebuild of SAMS-E  computer

1130- 1300                 SAMS Transaction / Lunch
1300- 1400
              Customer service

1400- 1600                 Update of all SSL/ TAMMS transaction 

1600- 1630
              Motor Pool Closed Out

· The SSL office will be open for the hours listed above except on Thursdays. Thursdays the SSL office will only be open from 1300-1500 due to Sergeants Time Training.

· Customer service is the time for the company to sign for their logbook, turn in the request for dispatch and request work orders. Anything after these hours will be done after the SSL Clerks finish any update 5988E, Job order and any other reports they have to do for TAMMS/ SSL Transactions.  

· All dispatches, after customer service/dispatching hours must be coordinated by the Platoon leader with the Unit Maintenance Technician. 
2.  POC for this memorandum is the undersigned @ 723-8090. 


FIRST LAST NAME
SSG, USA
 Motor Sergeant
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